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AMC PMIS Data Elements 

Employee Basic Master Record Data Input B- 

Employee Master Record Description C- 

System Tables Description and 

Maintenance 

Preparation of Standard Form 50, 
including Employee Master Record 

Update and Inputs to DA CIVPERSINS E^-l 

Preparation of DA Form 2515, including 

DA CIVPERSINS Input F-1 

Preparation of DA Form 1052, Performance 
Rating and Career Appraisal Suspense 
Lists , and Employee Master Record » 

Update 

Preparation of DA Form 2 79, Section II M'-l 

Preparation of Retention Register 

Recurring Reports , Listings, and Rost ers Pf 
(including employee master record k’ 

update) 

Personnel Information Retrieval System ' 

(PIRS) Description and Procedures i/K-l 

AMC PMIS Remote Terminal Inquiry System ■^‘’L-1 

Department of the Army Civilian 'Personnel .0 
Information System .tr m-1 

N-1 


AMC PMIS Operating procedures — ~ — - 


1. Purpose . This regulation prescribes 
Command Personnel Management Information 
and policies, responsibilities, and 
menting that system. 




the US Army Materiel 
System (AMC PM^'S) 
procedures for imple- 
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2. Scope . This regulation applies to Headquarters, AMC ; AMC 
major subordinate commands (including subordinate installa- 
tions and activities) j AMC project/product managers; and 
separate installations and activities reporting directly to 
Headquarters , AMC . 

General , a. The AMC PMIS provides for system stand- 
ard izatTorPand automation of certain activities of the civil- 
ian personnel office (CPO) at the operating level; for the 
retrieval of personnel information directly by the CPO; and 
for the simultaneous update of employee records at the instal- 
lation, and at higher echelon personnel data banks. 

_b. AMC PMIS is predicated on minimal manual input of data, 
maximum automated processing, and automated output of products. 
Initial personnel and table data are input to the system, val- 
idate, and placed in the employee master record file or in 
the systems table. Requests for individual or mass-change 
action along with any required new or changed data are entered , 
initiating processes to combine data from the master file and 
systems table to produce action documents (e.g., Standard 
Form 50 (Notification of Personnel Action) and DA Form 2515 
(Payroll Change Slip)). At the same time, the employee mas- 

ter record file is updated and inputs to the Department of the 
Army Civilian Personnel Information System (DA CIVPERSINS) 
data bank are produced. Recurring reports are produced upon 
the request of the CPO as needed. One-time listings of any 
content, form, and grouping desired by the CPO are produced 
using the Personnel Information Retrieval System (PIRS), an 
integral part of the AMC PMIS. 


• Obj ectives . This regulation establishes a uniform AMC- 
wide automated system in support of, and to facilitate achieve- 
ment of , the following AMC operating CPO functions : 


a. Records maintenance, personnel forms preparation, and 
suspense action controls. 


b. 

demands . 


Recurring and nonrecurring report and information 


, . ^®®ding data to interfacing local systems and to 

higher level related systems. 

p’ AMC PMIS will be implemented by all AMC 

CPO's at the earliest practicable datef 

fori-h\-n^+K-!o^®^^ provisions, requirements, and concepts set 
orth in this regulation are mandatory, and any deviation must 
eive prior approval of the Commander, AMC, ATTN: AMCPT-C. 
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c. Recommended functional changes to the AMC PMIS will bo forwardod 

I forward all approved changes for command-wide 

onslfr I-'OglHtic Systems Support Agency (AMCLSSA) is rosp- 

M1SS1 ; “““ P"’*" IH-cilmJ, and US A„,y 

•‘lie- Command (MICOM) Is responsible for the IBM 360 AMC PMIS programs. 


v,ao requests for information from the AMC PMTS and ■iho' 

1 V tSJn'V'm PMIS base muu i a lived 

Ih 1 ,• hi ?hc“Tt.<)” , ?','r <>P«1 or.g«n:i,e„U: . ,?■“ 

formol- f to provide i n- 

"f information' :,;K mo' 

da la ,ba.r,e ,i,s sulrject to tlie roquia'aments of FPM '/(>9 3-23i|. 


pm:i;s 


6 . 


RcnipoiiBibiXi tio s . a . 

ii -nd Foipce bevcilopment 


^liLJAi rector of Por’so n n c; .1. , Tr'a :i.n - 
(DPTFI)) ^ lloadduartors . AM(! . lias 

;;i.oiv of 


:: — V- - ::: — j-v. V I. v J-U J, r j; ) . llOacKlUcirtor'fi AMO 

AMC "pMT‘‘"'-in!r^'^ nioiiilrori.i.ng the imiPlem'^^liri.i. 

a( t ivi ••lo!: ■ l«-’«vid.i.ng advice and assis lanccj to al l 


ael'i.v.i.lies . 
1) . The 


‘1 il'ii4ii£U!ll!l£‘iHlor AMC activity is rosnonsible for 

.< .-nnir ing ^ :uiii>,l.(:micnrtal;i.on of l;h(TXMlTlfMT‘H . :i f ci vi 1 i an 'pei'-o - 

PMrc.'^'^ry provided by a non-AMC CPO, provisions for 
M.I.O w.i.Ll 1)0 .included :i.,n tlie sor'vioing agreement-. 

I'*. !!l^lo > «'>A , has primar-y re,'!pons;)l)i iitv for 

laicommonding to the DPTFi), lle.uUinarttirs! AMC 

'■V^l-em 1 » 'Oul cxtensioiui propotnid for l;he 

..y..U.iib and lo perform system maJ.n lenance actions as directed. 


V . Pi'ocedures . 


a. 


jiMit oyoo .. iniis ler record d a i; < i i, n p u t . 


( I ) 
the i,ise 


The employee data iw-c orrlcred ;i,nto the system through 
1 Concral ]>ur.‘pos(.5 input car'd formats, Tiie data mav ' 

^^otetod in conjunction wi.tli a personnel 
do lion or on a sta.ul-alone basis. If submitted ,in conjunct on 

m\r-i- .. f:Joiocted cril'ical mi.ni.mum data en tries 

ipi ’ < ’ -oa.’ed accord .mg to the nature of the personnel action 

ihe input data are subjected to edit and validation checks-- 
If data cuitered are invalid or if requi.red data are omitted 
the total Bubmisaion for tliat employee is re jected and are ' ’ 
error .listing is produced. The employee master record is 
updated ac<K>rdlng to data entered LkI with logically deielonod 

wtionAl'drM Eniployea master reoird 

in thn o.lements may be deleted by entering a dash (~) 

^ ihe appropriate input card format 

not'^K^ 'delcitedf master record mandatory data elements may 
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C2) Data element definitions and codes ape set forth in 
appendix A; input card format preparation instructions are 
set forth in appendix B; and specific data input requirements 
to support the various personnel actions and processes are set 
forth in appendixes E and F . 


b. Employee master record . 

(1) The employee master record is the depository of 
personnel data pertaining to a civilian employee. It Provides 
all of the common data incident to the preparation of the 
computer-generated products and processes of the AM 


(2) The employee master record description and definition, 
data element content, and control procedures are set forth in 
appendix C. 


c . System tables . 

(1) The computer-stoi'’ed system tables are designed to 
assist the local activity in maintaining its uniqueness within 
the overall standard system. The tables are as follows: 

(a) Organization table--locally developed. 

(b) Civil service authority table — centrally developed, 

1 o cal 1 y augment e d . 

(c) Pay tables — locally developed. 

(d) SF 50 standai-d remarks table — centrally developed, 
locally augmented. 

(e) Location table--locally developed. 

(f) Position title table--localiy developed. 

(g) Nature-of-action narrative table — centrally developed, 
locally augmented. 

(h) Pay period date table — locally developed. 

(i) Authorized signature table--locally developed. 

(2) The system tables description and maintenance methods 
and processes are set forth in appendix D. 

d. Individual personnel actions . 

(1) Individual personnel actions are initiated through 
the preparation of employee personnel action request input 
formats, plus selected employee master record data input for- 
mats (a above) as required for the particular category of 
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personnel action. After validation, the employee master rec- 
ord is updated with submitted and logically developed, system- 
generated data peculiar to the personnel action. Using sub- 
mitted mcister record and system table data, the personnel 
document (SF 50 or DA Form 2515) of form and content peculiar 
to the personnel action is produced. If any DA CIVPERSINS X 
data elements or records are affected, cipprox)riate punched 
card input Lo that sysLem is produced in the prescribed for>- 
mat and a listing is produced. 

(2) The individucil pei'sonnel action processing methods 
and instructions are set forth in appendixes F and F . 


actions . 


(1) Group personnel actions (i.o., within-grade inoroases 
and pay adjustments) ai^e initiated througli the prepai'ati.on of 
grovip action request i^ararneter data J.nput formats. Tlie 
employee master record f.i.le is examined and detei''mination ia 
made of employees eligible for the group action being processed, 
and the employoo master recor'd is updated accordingly. U.sing 
Bubm;Lt;ted master record and system table data, the personnel 
document (i.e., DA Form 2515) of form and content peculiar to 
the personnel action is produced. Appropriate punolred card* 
input to the DA C1VP1;IRSXNS X i!5 produced in thes pr'CBcr'ibed 
format . 


(2) The group action processing methods 
are set fortli in appendJ.x F. 


and ins’tinic t ions 


f. Performance and career appraisals . 

(1) Performance rating and oarocu' appraisal processes are 
ijti;tiated tlirough the prepai'atJ.on of a product request data 
input format. The employee master record file i.s examined 
and those employees due a pcarformance appraisal (probationary 
or official) or a career appraisal are identified, DA Form 
1052 (Employee Performance Rating) and ci corresponding suepensc 
list are prepared for all employees ducj a performance ratingi 
career appraisal .susperuje list is produced for all employees 
due such an appraisal; and a listing of delinquent employee 
career appraisals is produced if such appraisals are past due , 
Following the due date, if not previously updated through 
manual submission of data, the employee master record perform- 
ance x’ating and date of rating ax’s automatically updated. 

(2) ’ The performance and career appraisal processing 
methods and instructions are set forth in appendix 6. 
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g. Position review lists . 

(1) Position review lists are requested through the 
preparation of a position review list parameter inpu , ^ 

forLt, specifying the organizational Employees 

included organizational 

Using employee master record and system table data, t p 

tion surOey lists, in either plain paper or 

279 (Position Review and Group Action Request List) form 

are produced, 

(2) The position review list request and preparation 
methods and instructions are set forth in appendix H. 

h. Retention registers . 

(1) Retention registers are requested through the prepara 
tion of a product request data input format specifying 

csinele eroup or all registers required. The employee master 
record’ file is examined and those employees within the me u e 
registers are identified. Using employee master recor a 
system table data, the requested retention registers are 
produced . 

(2) The retention register request and preparation metrliods 
and instructions are set forth in appendix I. 

i . Recurring reports, listings, and _rosterj^ . 

(1) Recurring reports, listings, and rosters are requested 
through the preparation of a product request data input for>ma - , 
specifying a maximum of 18 products at any one time. The 
employee master record file is examined and employee data 
peculiar to each requested product is extracted and, at the 
same time, in selected instances update actions are taXen. 

Usins the extracted employee master record data and system 
table data, the requested products are produced. The products 
are as follows: 


Title 

Alphabetical roster 
Pay Plan Roster 

Personnel by Major Organization Listing 
Management-Employee Relations Report 
Social Security Account Number Roster 


Number 

01 

02 

03 

04 

05 
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Title 


Number 


Locator Roster 

New Supervisory/Positions Report 

Civilian Security Clearance Roster 

TAPER Employees Report 

Suspense Ddta List A 
Suspense Data Deletion List A 
Suspense Data List B 

Suspense Data Deletion List B 
Suspense Data List C 
Suspense Data Deletion List C 

Length of Service Award Suspense List 

Geographic Distribution of Federal 
Civilian Employment 

Civilian Personnel Strength Report 


Aging Index by Major Organization Report 44 

Federal Women's Program Report 45 

Activity Position Control Report 46 

Number of Employees by Position Number 

Report 47 

Companion Listing 48 

Intermittent Employee Listing 49 


(2) The recurring report, listing, roster descriptions, 
and request preparation instructions are set forth in 
appendix J. 

j . Personnel Information Retrieval System . 

(1) The PIRS is an automated method of selecting, 
retrieving, sorting, and totalizing data from the' employee 
master record file, and producing fixed or free-format, 
printed or punched-card outputs on a one-time basis. The 
system products are requested through the preparation of 


06 

08 

09 

10 

20 

21 

22 

23 

24 

25 
29 

41 

43 
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roquoiit , logic, sort (and subtotal), and header parameter data 
input card formats. The employee master record file is 
examined and employee data peculiar to each request parnraeLer 
is extracted, formatted, sorted, totalized, and printed (or 
punoluid) . 

(?) The FIRS description and request preparation instruc- 
tions are set forth in appendix K. 

k . Personnel data remote terminal inquiry system . 

(1) The pqrsonnel data remote terminal inquiry system 
(applicable only to those activities serviced by remote 
terminal equipment) instantly produces, on request, any one of 
BCiven types of fixed format printouts of selected employee 
master record data and which, collectively, include all data 
from an employee master record. The system inquiry products 
are requeirted through the direct entry from the remote terminal 
keyboard of the cal), and data array codes , and the emp3.oyee 
social security account number. The requested data array, 
with headings, is produced on the term.inal printer. 

(2) The personnel data remote terminal inquiry _ system 
description and request instructions are set forth in 
appendix L. 

l. Department of the Army Civilian Personnel Information 
System . 

(1) The AMC PMIS automatically produces input cards for 
the DA CIVPERSINS I concurrent with personnel act ions or 
individual data element changes, through examination and 
logical application of data entered, already in the master 
record, and automatically changed as a result of a personnel 
action or record update. The input cards to the DA CIVPERSINS 
I in required format and content, are produced. 

(2) The DA CIVPERSINS I input card preparation methods 
and processes are set forth in appendix M. 

m. AMC PMIS operating procedures . 

(1) The AMC PMIS is structured so that inputp and product 
requests 'are processed in a sequence that precludes the need 
for manually manipulating the operational sequence. Some 
operations, however, should be scheduled for accomplishmen t at 
specified periods so as to assure the integrity and currency 
of the employee master record file. 

(2) The AMC PMIS operating procedures description and 
instructions are set forth in appendix N . 


8 
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Append. i.'x A 

amc phis data PLEMDNTS 

Index of AMC (AMC Peraonnel McinaRement Inf ormation Syn- 
tftm') data elements^ 


Field Cate- 

1 Data element Mnemonic £21^1 


46 

Agency code — civil .i a n 
personnel oif.ice (CPO) 

AGCY-CD-CPO 

2 

B 

49 

Budget pro’ject acoovnrt.’ 
(BPA) number 

BUD-PROJ-ACCT 

11 

B 

31 

Career program code 

CAR-PROG-CD 

2 

B 

18 

Citizenship code 

CTZSHP-CD 

1 

B 

74 

City address 

CITY-ADDR 

17 

B 

87 

Civil service or 
authority code 

CS-OR-AUTH-CD 

2 

C 

57 

Civilian performance 
rating 

CIV-PERF-RTNG 

1 

B 

86 

CIVPERSIN.S suffix code 

CIVP-SFX-CD 

2 

C 

50 

Command code- -personnel 

CMD-CD 

2 

B 

21 

Competitive area code 

COMPT-ARKA-CD 

2 

b 

22 

Competitive level code 

COMPT-U:V-CD 

3 

B 

97 

DA Form 2 515 — remarkf5 
card 

DA-FM-2515- 

RMKS 

71 

C 

68 

Date career- conditional 
service began 

DT-CAR-COND- 

BGN 

6 

B 

72 

Date entered on duty 
civil service 

DT-EOD-CS 

6 

B 


^DEIN— data element identifier number. 

^Category! 

B — Basic, 

C — Transitory /control. 
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DEIN 

Data element 

Mnemonic 

Field 

length 

Ccite 

71 

Date entered on duty 
present station 

DT-EOD-PRES- 

STA 

6 

B 

33 

Date entered position 
title 

DT-ENT-POS- 

TITL 

6 

B 

36 

Date entered present 
grade or level 

DT-ENT-GR 

6 

B 

91 

Date of authentication 
(SF-50) 

DT-AUTH- SF-50 

6 

C 

7 

Date of birth 

DOB 

6 , 

B 

59 

Date of last equivalent 
step increase 

DT-OF-LESI 

6 

B 

58 

Date of performance 
rating 

DT-OF-PERF-RAT 

6 

B 

63 

Date of security 
clearance 

DT-SCTY-CLNC 

6 

B 

65 

Date of security 
investigation 

DT-SCTY-INVES 

6 

B 

66 

Date probation 'or trial 
began 

DT-PR0B-TR-B6N 

6 

B 

1 

Document identifier 
code 

DIG 

3 

C 

48 

Duty station location 
code 

DUTY-STA-LOC-CD 

9 

B 

43 

Education code 

EDUC-CD 

1 

B 

4 

Employee name 

EMPL-NAME 

30 

B 

37 

Employee step or rate 

EMPL-STEP 

2 

B 

45 

Employing office loca- 
tion code 

EMP-OFC-LOC- 

CD 

9 

B 

13 

Federal Employee's 

Group Life Insurance 

FEGLI 

1 

B 


A- 2 
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DEIN 

Data element 

Mnemonic 

Field 

length 

CatC' 

85 

For agency use block 

FOR-AG-USi: 

10 

C 

55 

Function designator 

FUNC-DESG 

1 

B 

29 

Fund: i o n a .1 c 1 a s a i f i c a - 
tion code 

FUNC-CLS-CD 

2 

li 

88 

Gaining SON- GAO 

GNG-SON 

4 

B 

35 

Gi’ade of level-- 
civilian 

GR-0R-i.i::v 

2 

B 

6 7 

Leave wn.thout pay indi- 
cator code 

LWOP-INDIC-CD 

1 

B 

79 

Nature of action (NO A) 
code 

NOA-CD 

3 

B 

80 

N a t u re - o f - a c t i o n cod e 
suffix 

NOA-CD-SUF 

1 

B 

82 

N a t; ur e -of- a a t i on 
effective date 

NOA-EFF-DT 

G 

B 

83 

N a-l: ur e - of - act ion n o t - 
to- exceed date 

NOA-NTF.-DT 

6 

C 

96 

Nonstandard civil serv- 
ice or other legal 
authority AMC PHIS 

N ON -STD- Of) - 
AUTH 

4 8 

C 

26 

Occupation series code 

OCC-SER-CI) 

5 

B 

27 

Occupation series code 
suffix 

OCC-SER-CD-SUF 

2 

B 

23 

Occupying obligated 
position code 

OCC-OBLG-POS-CD 

1 

B 

54 

Organization code 

0R6-C0DE 

6 

B 

39 

Pay basis 

PAY- BAS 

2 

B 

70 

Pay period indicator 
code 

PAY-PD-INDIC- 

CD 

1 

B 


A- 3 
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LEIN 

Data element 

Mnemonic 

Field 

length 

Cate' 

24 

Pay plan 

PAY-PLAN 

2 

B 

42 

Pay rate determinant 

PAY- RATE -DET 

1 

B 

41 

Pay table code 

PAY-TBL-CD 

2 

B 

12 

Physical handicap code 

PHYS-HAND-CD 

2 

B 

34 

Position number 

POS-NO 

8 

B 

19 

Position occupied 

POS-OCC 

1 

B 

30 

Position tenure 

POS-TENURE 

1 

B 

17 

Process sequence code 

PROC-SEQ-CD 

1 

C 

81 

Processing action code 

PROC-ACT-CD 

1 

C 

69 

Retired military code 

RET-MIL-CD 

1 

B 

14 

Retirement coverage 

RETM-COV 

1 

B 

40 

Salary 

SALARY 

7 

B 

84 

Secondary nature-of- 
action code 

2ND-N0A 

3 

C 

62 

Security clearance 
code 

SCTY-CLNC-CD 

1 

B 

89 

Separation/accession 
agency code 

SEP-ACC-AGY-CD 

2 

C 

10 

Service computation 
date (SOD) 

SVC-COMP-DT 

6 

B 

11 

Service computation 
date--RIF 

SVC-COMP-DT-RIF 

6 

B 

5 

Sex 

SEX 

1 

B 

56 

Signature block code-- 
DA Form 2515 

SIG-BLK-CD- 

2515 

1 

B 

90 

Signature block code — 
SF-50 

SIG-BLK-CD 

1 

C 
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DEIN 

Data element 

Mnemonic 

Field 

length 

Cate- 

gory 

2 

Social security ac- 
count number 

SSAN 

9 

B 

15 

Special program 
identifier 

SPEC-PROG-Il) 

2 

B 

3 

SSAN check digit 

SSAN -Cl IK- DIG 

]. 

B 

94 

Standard Form 50 
non G t andar d remarks — 
AMC PMIS 

STD-50-NS-RMKS 

62 

C 

92 

Standard Form 50 
remarks code 

STD-50-RMKS-CD 

2 

C 

93 

Standard Form 50 
remark8-“date or 
number 

STD-50-DT-NUM 

0 

C 

75 

State addresB 

STATF-ADDR 

5 

B 

73 

Street addreeie 

STRT-ADDR 

24 

B 

47 

. Submitting office 
number 

SON 

4 

B 

77 

Suspense data code 

SUSP- DATA- CD 

1 

B 

78 

Suspense data date 

SUSP-DATA-DT 

6 

B 

53 

Tables of distribution 
and allowances line 
number 

TDA-LINE-NO 

3 

B 

52 

Tables of distribution 
and allowances para- 
graph number 

TDA-PARA-NO 

3 

B 

9 

Tenure group 

TENURE-GRP 

1 

B 

66 

Title code — personal 

TITLE- PE RS 

1 

B 

95 

Trailer card control 
number 

TRLR-CRD-CON- 

NO 

1 

C 



1 

< 
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DEIN 

Data element 

Mnemonic 

Field 

length 

Cate' 

gory 

20 

Type of appointment 

TY-APPT 

2 

B 

32 

Type-of-civi'lian record 
code 

TY-CIV-REC-CD 

1 

B 

64 

Type -of- security 
investigation 

ty-scty-inves 

1 

B 

61 

Underutilized indi- 
cator code 

UNUTIL- IN Die- CD 

1 

B 

51 

Unit identification 
code 

UNIT-ID-CD 

6 

B 

8 

Veteran preference 

VET-PREF 

1 

B 

60 

Work Schedule 

WORK-SCD 

1 

B 

76 

ZIP code — address 

ZIP-CD 

5 

B 
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A- 2. AMC PMIS data element definitions and codes.' 


DEIN: 

Data element: 
Definition : 

Input fox’mats : 
Card columns : 
Codes : 


1 

DOCUMENT IDENTIFIER CODE (DIG) 

A code that identifies a transact^-on and its 
purpose and usage within the AMC PMIS. 

N01-NI84, N10-N17, 

1-3 

N01-N0»l, N10-N17, N50-N58, N71, N72, N75, 
N76, N77, and NOl-NOU. 


DEIN: 

Data element : 
Definition : 

Input formats : 
Card columns : 


2 

SOCIAL SECURITY ACCOUNT NUMBER (jsSAN) 

A unique number assigned to an ijndividual 
by the Social Security Administration to 
identify his oi'> her account. 

N01-N01I , N10-N17. 

4-12 


Codes : 


NA 


xnu A^I\ u Cl u q. 

A- 2 


DEIN: 

Data element: 
Definition ; 

Input formats : 
Card column : 
Codes : 


DEIN: 

Data element: 
Definition : 

Input format : 
Card columns : 
Codes : 


Appendix A- — Continued 


3 

SSAN CHECK DIGIT ( SSAN-CHK-DIG) 

A digit generated by the computer using an 
algorithm at the time the employee's record 
is the first created which is used with, and 
checks the validity of, the employee's SSAN. 

N01-N04, N10-N17. 

13 

NA 


4 

EMPLOYEE NAME (EMPL-NAME) 

A designation given to an individual to 
identify him/her and usually consisting of 
last name, first name, and middle initial. 

N10 

14-43 

NA 
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DEIN! 

5 


Data element: 

SEX (SEX) 


Definition : 

The division of hvimcin beings into two groups 
based on differing physiological 
characteristics . 

Input format : 

N10 


Card column: 

il i| 


Codes : 

H“-Male , 

F- -Female. 



DEIN: 

6 




Data element : 

TITLE CODE-- 

PERSONAL 

(TITLE- 

-PEREO 

Definition : 

The code for 
name used as 

a prefix 
a polite 

to an 
form ( 

individual ‘ s 
)f address. 

Input format : 

N10 




Card column : 

4 5 




Codes : 

1- -Hr. 

2- -Mi8S 

3 - -Mrs . 





A- 9 



AMCR 690- 4 
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Appendix A--Continued 


DEIN; 

7 

Data element : 

DATE OF BIRTH (DOB) 

Definition: 

The calendar date on which an individual 
was born. 

Input format: 

N10 

Card columns : 

46-61 

Codes : 

NA 

DEIN: 

8 

Data element: 

VETERAN PREFERENCE (VET-PREF) 

Definition : 

A code that identifies the veteran’s 
preference possessed by an individual 
employee. 

Input format: 

N10 

Card column: 

52 

Codes : 

1- -No preference and undetermined, 

2- -5-point preference. 

3- -10-point preference, 

4- -10-point compensable disability. 

5 - 10-point other. 


A-10 


AMCR 6 90- A 
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Appendix A- -Continued 


DEIN : 9 

Data element: TENURE GROUP (TENURE-GRP) 

Definition: The gx'oup to which an employee in aueigned 

as a reault of the type of appointment' he 
holds and his status as a veteran or a 
non veteran . 

Input format; N10 

Card column: 53 

Codes : PMIS Tenure 

code group PMIS code definition 

1 lA Career cippointment , veteran. 

2 IB Career appointment, nonveteran/ 

retired military. 

3 IIA Career-conditional appointment, 

veteran . 

i| IIB Careei’-conditional appointment, 

nonveteran/retired military . 

5 IIIA TAPER/indefinite/term appoint- 

ment, veteran. 

6 IIIB TAPER/indefinite/torm appoint- 

ment , nonveteran /retired 
military. 

0 None None of the above . 

Note . Codes for employees in the excepted service oor- 
respond with those for employees in the competitive service 
with similar employment and veterans preference. 


A-11 
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DEIN: 

10 

Data element: 

SERVICE COMPUTATION DATE ( SVC-COMP-DT) 

Definition : 

The calendar date an individual entered 
civil service adjusted to reflect credit 
for military, or other creditable service, 
and debit for the periods for which service 
was not continuous, This is the service 
computation date (SCD) used for leave compu- 
tation purposes and for the Standard Form 

50. 

Note. See 

SCD-RIF for discussion of that data element. 

Input format: 

N10 

Card columns : 

54-59 

Codes ; 

NA 


DEIN: 

11 

Data element: 

SERVICE COMPUTATION DATE-RIF (SVC-COMP-DT- 
RIF) 

Definition: 

A constructive date which reflects an employ 
ee’s length of service exclusive of perform- 
ance rating credit, used for reduction-in- 
force (RIF) purposes. 

Input format: 

N10 

Card columns : 

60-65 

Codes; 

NA 


A-12 



AMCR 690-4 
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DEIN: 

Data element: 
Definition ; 

Input format ; 
Card columns : 
Codes ; 


Appendix A — Continued 


12 

PHYSICAL HANDICAP CODE ( PHYS-HAND-CD) 

A code that identifies the physical handi- 
cap (s) that an employee may have as iden- 
tified in the standard CSC (Civil Service 
Commission) code, or an indication that he 
has no handicap. 

N10 

66-67 

00 — No handicap of the type listed. 

10 — Amputation — one extremity . 

11 — Amputation“-two or more extremities. 

20 — Deformity or impaired function--upper 
extremity. 

21 — Deformity or impaired function — lower 
extremity or back. 

30 — Vision — best corrected vision poor eye 
not more than 20/200. 

31 — Vision — best corrected vision better 
eye not more than 20/200. 

40 — Hearing — some in one ear*, none in other. 

41- -Hearing--in both ears and more than 12/20 

in better ear without use of hearing aid. 

42- -Hearing--0/20 in each ear including 

speech malfunction. 

43— Normal hearing with speech malfunction. 
50“-Tuberculosis — inactive pulmonary . 

51 — Organic heart disease (compensated 
valvular, arrhythmia, arterioeclerosia 
healed coronary lesions. 

52 — DiabeteB--controlled . 

5 3- -Epilepsy--adequately controlled . 

54 — History of emotional or behavior problems 
requiring special placement effort. 

55- -Mentally retarded. 

56- -Mentally restored. 


A-13 
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DEIN: 


13 


Data element: 
Definition : 

Input format : 
Card column : 


FEDERAL EMPLOYEE'S GROUP 
(FEGLI) 


LIFE 


INSURANCE 


A code that identifies an employee ' s covex'- 

Employee's Group Life 
nsurance Program, or the indication that 
he IS ineligible or waived the insurance. 


N10 

68 


1 — Covered . 

2 — Ineligible . 

3 — Waived. 

4— Regular plus optional. 



DEIN: 


14 


Data element : 
Definition : 

Inpvit format : 
Card column : 


RETIREMENT COVERAGE (RETM-COV) 

A code that identifies the type of retire- 

S^the employee is covered 

or the indication that he is not covered. 

N10 

69 


Codes : 


1 — Civil Service (CS). 

2— Federal Insurance Contribution At 
3 Foreign Service (FS). 

4 — None. 

5- ~0ther . 


(FICA). 



A-14 



DEIN: 

Data element: 
Definition : 

Input format : 
Card columns : 
Codes : 
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15 

•SPECIAL PROGRAM IDENTIFIER (SPEC-PROG-ID) 

A code -tluat identifies the type of Federal 
special interest employment i^rogram, if 
any, with which the employee is associated. 

N10 

70-71 

00 — Not applicable . 

5M--KmployQe — Stay-In-School Campaign . 

55— -Emp].oyGe--Summer Aid. 

56 — Employee — Federal Summer Intern. 

57 — Employee — Federal Junior Fellowship 
Program . 

58— -Employee--Work Release Program. 

59 — Employee — Veteran ' s Readjutrtment 
Appointment. 

G1 — Employee — Vietnam Era Veteran. 

62 — Employee — Cooperative Education Program . 

6 3-“Employee — F^ublic Service Careers Pi’ograni. 
6 1| --Trainee (participation in a formal 
training or developmental pix)gram) . 

9 0-99- "Fox’ agency use. 


A-15 
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DEIN : 

Data element ; 
Definition : 

Input formats : 
Card column: 
Codes : 


DEIN: 

Data element : 
Definition : 
input format : 
Card column: 
Codes : 


Appendix A — Continued 


17 

PROCESS SEQUENCE CODE (PROC-SEQ-CD) 

A code that prescribes the sequence of proc- 
essing multiple transactions within the same 
major control group. 

N01-N04, N10-N17. 

80 


1-9 and A-I. 


18 

CITIZENSHIP CODE (CTZSHP-CD) 

A code used to indicate citzenship status. 
Nil 

14 

1 — Citizen . 

2 — Noncitizen, 




AMCR 6 90-4 
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DEIN: 

Data element: 
Definition : 

Input format : 
Card column : 
Codes : 


19 

POSITION OCCUPIED <POS-OCC) 

A code that differentiates between those in 
the competitive service as opposed to others . 


Nil 

15 

1- -Competitive service. 

2- “Excepted service. 



AMCR 690- 4 
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DEIN: 

Data element: 
Definition : 

Input fornnat: 
Card columns: 
Codes : 


Appendix A — Continued 
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TYPE OF APPOINTMENT (TY-APPT) 

A code that specifies the exact nature of 
the appointment given to an employee. 

Nil 


16 and 17 


10 

11 

20 ' 

30 . 

31 ' 

40 

50 

60 

61 

62 

66 - 

70- 


71' 

72- 

73- 

75- 

76- 


— Career appointment . 

— Career-condit ional appoi.n tmen t . 
--Indefinite appointment . 

--Temporary appointment--NTr: . 

—Temporary appointment--PER. 

— Term^ appointment— NTE . 

--Special tenure appointment. 

—Oversea 1 imit'e d appo u.n i;me nt: — I NDl : F . 
—Oversea limited appointment — NTE, 
—Oversea limited term appointment— NTE. 
--Limited executive assignment. 

-Excepted appointment without condition 
limitation) Canal Zone career 
appointment . 

-Excepted appointment— NTE ; Canal Zone 
temporary appointment- -NTE . 

-Excepted appointment--INI)EF •» Canal Zone 
temporary appointment — PER » 

-Excepted appointment— conditional j Canal 
career-conditional appointment. 
-Transitional appointment. 

"Veterans readjustment appointment. 



AMCR 690-4 
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DEIN: 

Data element : 
Definition ; 

Input format: 
Card columns : 
Codes : 


DEIN: 

Data element: 
Definition : 

Input format : 
Card columns : 
Codes : 


Appendix A — Continued 


‘ 21 

COMPETITIVE AREA CODE < COMPT-AREA-CD ) 

A code that identifies a specific geographic 
or administrative area within which employees 
compete during reduction in force. 

Nil 

18 and 19 

To be established by each CPO. 


22 

COMPETITIVE LEVEL CODE (COMPT-LEV-CD) 

A serially assigned number or alphanumeric 
code which, when combined with pay plan 
and grade , defines the competitive level 
of a position as established by the 
civilian personnel activity. 

Nil 

20 and 22 

Each CPO will develop a listing of codes. 



AMCR 690-4 
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DEIN: 

Data element: 
Definition : 

Input format : 
Card column: 
Codes : 


DEIN: 

Data element : 
Definition : 

Input format: 
Card columns: 
Codes : 
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23 

OCCUPYING OBLIGATED POSITION CODE 
(OCC-OBLG-POS-CD) 

An indicator identifying, an individual 
occupying a position to which another 
employee has a statutory restoration right 
or a reemployment right as provided by law, 
executive order, or agency regulation. 

Nil 


0 — Position is not obligated. 

1 Yes, tenure affected. Employee occupies 
a position to which another employee has 
a statutory restoration right after mili- 
tary service or has reemployment rights 
to it under appendix B, PPM 352. 

2— Yes, other. Position is obligated under 
circumstances other than above (e.g., , 
after service under section 625C6) of 
the Foreign Assistance Act of 1961). 


24 

PAY PLAN (PAY- PLAN) 

A code that identifies the systems author- 
ized by public law , executive order, or 
administrative determination governing the 
establishment of rates of compensation 
paid to employees. 

Nil 


24-25. 


(see a-d below. ) 


A- 20 
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a. General Schedule 
systems positions . 


(GS) classification and other 


nonwage 


Codes 

AD 


CZ 


EC 


EX 

FC 


GG 

GS 

GW 

SR 


Designation 

Administratively determined rates which 
include : 

(1) Dependent school employees (CONUS and 
P.R. only), Sec 5(a), Act of 30 Sep 50 (PL 
074, 81st Cong j 64 Stat 1107, as amended; 

20 use 241(a) as amended by PL 89-77, 

21 Jul 65). 

(2) Oversea dependent school employees, 

5 use 5102. Formerly cited as Act of 

17 Jul 59 (PL 86-91; 73 Stat 213; 5 USC 
2353(b)). 

(3) Student or resident trainees at Army 
hospitals. Act of 4 Aug 47 (PL 330, 00th 
Cong; 61 Stat 452; 5 USC 5352-5353) (for- 
merly cited as 5 USC 1051). 

Canal Zone GS-type positions (Canal Zone 
merit system positions only). 

Consultants and experts (5 USC 3109). For- 
merly cited as Act of 2 Aug 46 (PL 600, 

79th Cong; 60 Stat 810; 5 USC 55(a)). 

Federal Executive Salary Act of 1964. 

AID Foreign Service, Sec 625(d)(1), Act of 
Sep 61 (PL -87-195; 75 Stat 449; 22 USC 2385). 

Grades similar to GS. 

General schedule. 

Positions i 
classified 

Statutory ■ 

Commission* 

PL 391 (70* 



AMCR 690-4 
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Codes 

ST 

SZ 

b. 

Codes 

YV 

YW 


Appendix A--Continued 

Designation 

Scientific and professional, 10 USC 1581 
(formerly cited as PL 313). 

Canal Zone special category type positions 
Mage systems positions (special) . 

Designation 

Summer aid employees under Schedule A 

213.3102 (v) (paid at per hour rate). 

Student aid employees under Schedule A 

213.3102 (w) (other than GW) (paid at per 

hour rate). ^ 


c. 

Codes 

MB 


WG 

WJ 

WK 

ML 

WM 

WP 

MS 

ww 


wz 


Wage systems positions (other). 


Nonsupervisory regular Wage Board (WB) 
schedules not converted to the coordinated 
Federal wage schedule, plus all other wage 
system categories not included below (e.g. 
modelmakers. Northwest Pacific power opera' 
tors, pictorial studio, etc.). 


Nonsupervisory coordinated Federal wage 
schedules. 


Supervisory hopper dredge schedules. 
Nonsupervisory hopper dredge schedules. 
Leader pay schedules. 

Maritime pay schedules. 


Printing and lithographic pay schedules. 
Regular supervisory pay schedules. 


9;^ ^nder Schedule A 

213.3102 (w) classified under and paid a 

system^^^ established rate under a wage 


system type positions 
Zone merit system positions only). 
A-22 
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Appendix A--Continued 


d. Special processinR i 

i.s required for the followiriR pav 

plan codes: 

If pay plcin is : 

Set occupational series code to 

YV 

03506 

YW 

0 35 06 


DEIN: 

26 


Data element: 

OCCUPATION 

SERIES CODE (0CC~SER~CD) 

Definition ; 

The series 
service to 

codes used throughout civil 
denote occupational specialties 

Input format : 

Nil 


Card columns : 

32-36 


Codes : 

NA 



DEIN: 

2 7 

Data element: 

OCCUPATION SERIES CODE SUFFIX (OCC-SER-CD- 
SUF) 

Definition : 

A code used to identify position titles with 
an occupational series. 

Input format : 

Nil 

Card columns : 

37-38 

Codes : 

To be developed by each CPO. The two- 
position suffix is used with the occupation 
series code to match against the local table 
of position titles. 


A-23 
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DEIN: 

Data element : 
Definition : 

Input format: 
Card columns : 
Codes: 


FUNCTIONAI, Cl,ASSl:FICA'n;ON cow: (Fimc-OLS 

ne:ri„rp:ii.SonfS: 

Nil 

45-46 

00--Not applicable. 

Il“-Re8earch . 

12— Research contract and i/rant 
adma.nistrat.'i.on , 

1 3 — - De V e lopmen t . 

14— evaluation, 

2 I-- Design. 

^^“'■^^nstruction , 

23— Production. 

92 Management. 

training. 



AMCR 690-4 
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Appendix A — Cent i n u e d 


DEIN: 

30 

Data element: 

POSITION TENURE (POS-TENURE) 

Definition : 

A code used to distinguish the type of 
posi'tion occupied by the employee. 

Input format: 

Nil 

Card column : 

‘17 

Codes : 

P-- Permanent . 


T — Temporary, 


A-25 
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DEIN: 

Data element: 
Definition : 

Input format: 
Card columns : 
Codes : 


Appendix A- -Continued 


31 

CAREER PROGRAM CODE ( CAR-PROG- CD) 

A code that identifies the career program 
^ talent bank registrant has been 
officially entered. 

Nil 

48-49 

02 — Project manager. 

10- -Civilian personnel administration. 

11 - Comptroller. 

12- -Safety management. 

13 - Supply management, 

14- -Procurement . 

reliability asfiiurance, 

16 Education and training. 

17- -Equipment specialist. 

18- -Engineers and scientists. 

19— .Intelligence. 

20— Ammunition inspectors . 

21- -Librarians . 

22 — Information and editorial, 

23 Automatic data processing, 

24- -Transportation management , 

25- -Communications . 

26- -Manpower management. 

61 — Attorney. 

99— Voluntary registrants, 

00--Not covered by a career program. 



A-26 
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DEIN: 

Data element: 
Definition : 

Input format: 
Card column: 
Codes : 


Appendix A — Continued 


TYPE-OF-CIVILIAN RECORD CODE (TY-CIV-REC-CD) 

A code that identifies the type of employee 
master record file. 

Nil 


^ — AMC record . An employee master record 
file for an employee of an AMC activity 
serviced by an AMC CPO. 

B — Army record . An employee master record^ 
file for an employee of a non- AMC activity 
serviced by an AM(' Cl’O. 

— Non - Army re cord . An employee masLer file 
recorti for an omploycje of a non-Army Fed- 
eral agency .serviced by (in AMC CPO, 

I) — Organ izationa], intercist record . An em- 
ployee master file record contain i,n g 
al)V>reviated data on an employee (Hn'vri.ced 
by another CPO (usually undex> a cross- 
servicing agreement). Tlie AMC CIH) at 
the pnrenl: organ iaai: ion maintains ihe 
organizational interest record. 


A-2 7 
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DEIN: 

Data element : 

Definition ; 

Input format : 
Card columns : 
Codes : 


DEIN: 

Data element : 
Definition: 

Input format : 
Card columns : 
Codes : 


Appendix A — Continued 


33 

DATE ENTERED POSITION TITLE (DT-ENT-POS- 
TITL) 

The numeric month, day, and year that an 
individual last officially entered intro his 
present position title. 

Nil 

51-56 

NA 


34 

POSITION NUMBER (POS-NO) 

A code that identifies the official position 
number which relates to an individual's 

description as recorded in 

official records. 

Nil 

57-64 

NA 


AMCR 69 0-4 
A- 2 


DEIN: 

Data element: 
Definition : 

Input format: 
Card columns : 
Codes : 
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35 

GRADE OR LEVEL— CIVILIAN (GR-OR-LEV) 

A code used to identify the various grades 
or levels established for civil service 
employees • 

N12 


14-15 


01- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-01 

02- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-02 

03- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-03 

04- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-04 

05- 

-GS, 

WG 9 

WL, 

WS, 

WP, 

-05 

06- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-06 

07- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-07 

08- 

""GS ^ 

WG, 

WL, 

WS, 

WP, 

-08 

09- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-09 

10- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-10 

11- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-11 

12- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-12 

13- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-13 

14- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-14 

15- 

-GS, 

WG, 

WL, 

WS, 

WP, 

-15 

16- 

-GS, 



WS, 

WE, 

-16 

17- 

-GS, 



WS, 

WP, 

-17 

18- 

-GS, 



WS, 

WP, 

-18 

19 




WS, 

WP, 

-19 

20 





WP, 

-20 

21 





WP, 

-21 

22 





WP, 

-22 

23 





WP, 

-23 

24 





WP, 

-24 

25 





WP, 

-25 

26 





WP, 

-26 

27 





WP, 

-27 

28 





WP, 

-28’ 

29 





WP, 

-29 

30 





WP, 

-30 

31 





WP, 

-31 

32 





WP, 

-32 

33 





WP, 

-33 

34 





WP, 

-34 

35 





00 
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DEIN: 36 

Data element: DATE ENTERED PRESENT GRADE OR LEVEL 

(DT-ENT-GR) 


Definition : 


Input format: 


The numerate month 5 day ^ and year that an 
individual entered his present grade as 
shown in official records. 

N12 


Card columns: 16-21 

Codes : NA 



DEIN : 37 


Data element: 
Definition: 

Input format: 


EMPLOYEE STEP OR RATE (EMPL-STEP) 


depicts a specific pay step 
within a grade or level. ^ 


N 12 


Card columns : 
Codes : 


22-23 

01-10— GS employees through grade 15, and 
bW Hnd PC employees « 

oilnsZ'rq for grade 16. 

ni re for grade 17. 

oo-isIIad 
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DEIN ; 

39 

Data element : 

PAY BASIS (PAY -BAS) 

Definition : 

A code that identifies the basis for com- 
puting the pay of an individual , whether 
by day, per hour, per year, etc. 

Input format : 

N12 

Card columns : 

30-31 

Codes 

PA- -Per annum. 

PH — Per hour. 

PD — Per diem. 

Vjc — Without compensation. 

FB — Fee basis . 

PW — Piece work. 

PM — Per month. 

PS — Per service or product. 

SY — Per school year, 

BW — Biw'feekly (not regular pay period) . 

OR — All others. 

DEIN: 

40 

Data element: 

SALARY (SALARY) 

Definition : 

The base amount of money (exclusive of 
differentials or premium pay) in dollars 
and cents paid to an individual by hour , 
day, or year as indicated by the salary 
table under which he is carried. 

Input format: 

N12 

Card columns: 

32-38- 

Codes : 

NA 
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DEIN: 

Data element : 
Definition : 

Input format: 
Card columns : 
Codes : 


Appendix A — Continued 


41 

PAY TABLE CODE (PAY-TBL-CD) 

A code that identifies the pay table which 
an individual falls under for pay purposes. 

N12 

39-40 

Select from locally developed pay tables 
except code 99 — None. ’ 


A 
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DEIN: 

Data element : 
Definition : 

Input format: 
Card column: 
Codes : 


Appendix A — Continued 


PAY RATE DETERMINANT (PAY-RATE-DET) 

A code that identifies the basis upon vihich 
an employee's rate of pay is determined. 

N12 


1 — Retained rate — 2 years. Limited to a 

2-year period; employee retains rate of 
pay after downward reclassification of 
position. (See PPM, chapter 531 and 
532.) 

2 Saved rate per 5 USC 5334(d). ^ Conversion 

to General Schedule for indefinite pe- 
riod. (Salary retention continues_ per 70 
STAT 291, as amended by 72 STAT 831, 
section 2; and PPM, chapter 532.) 

3 - Saved rate. Downward adjustment of 
special rate ranges under 5 USC 5303 
and CSC Reg 530. 306(bK3) . 

4- -Saved rate. All other saved rates. 

5- -Special rate and superior qualifications 

rate. Combination of codes 6 and 7 below. 

6- -Special rate' per 5 USC 5303. 

7_«Superior qualifications rate. Entrance 

rate above the minimum rate of a grade 
authorized by CSC Reg 531,203b and PPM, 
chapter 531. 

8 — General Schedule System supervisprs-- 
advanced rate « Rate above the minimum 
rate of a grade authorized for supervisors 
of wage system workers by 5 USC .5333(b). 

0 — Not applicable. Regular rate per 5 USC 
5332 or not coded elsewhere. 



AMCR 690-A 
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DEIN; 

Data element: 
De;(:inition ! 

Input format: 
Card column : 
Codes : 


EDUCATION CODE (1:dI)C-CD) 

A code used to ident.ify compilotloii ol var- 
ious levels of educalrlon, 

N12 


0- -Less than h;i,gli acliool. 

1— High school, 

2 Business vocation or trade school. 

3- -At least 30 semester hours of col lope 

credit . ' r. - 

4- -At least 60 semester hourt -3 of con epc 

credit, • -o - 

5 At least 90 semester hours of corU'pc 
credit. ''* ■ 

6- -At least 120 semes tei' lioiu’s of col l opt' 

credit. jp- 

7— Bachelors degree (e.g., BA, BE). 
O—Maaters degree (e.g., MA, M.'l). 

9— Doctors degree (e.g., PHD, JPD) , 


DEIN: 

45 

Data element: 

LOC-CD)*^^ office LOCATION CODE (EMP-OFC- 

Definition : 

A code that identifies the state, citv and 
^ooaSd!" -"-Ployins 

Input format: 

N13 

Card columns : 

14-22 

Codes : 

General Services Administration 
(GSA) geographical table code listinc (See 

app D, GSA Location Table.) ‘^ee 



A-34 



DEIN: 

Data element: 

Definition : 

Input format : 
Card columnn : 
Codes I 
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46 


AGENCY CODE^-CIVILIAN PERSONNEL OFFICE 
(AGCY-CD~CPO) 

A code that Identifies the command of the 
servicing CPO, 

N13 

23-24 


01 — Office, Secretary of the Army. 

02 — Army Staff* 

03 — US Army Audit Agency. 

10 — US Army Materiel Command. 

11 — US Army Missile Command. 

12— -US Army Tank-Automotive Command. 

13 — US Army Electronics Command. 

14— -US Army Armament Command. 

15 — US Ar’my Test and Evaluation Command, 

17 — US Army depots. 

18 — Separate AMC activities (not included 
elsewhere ) . 

19 — US Army Aviation Systems Command. 

20— US Army Troop Support Command. 

21 — Corps of Engineers. 

22— -Medical Corps. 

31--First United States Army. 

33 — Third United States Army. 

34- -Fourth United States Army. 

35~~Fifth United States Army. 

36- -Sixth United States Army. 

37- -Military District of Washington, US 

Army . 

41 — United States Army, Pacific. 

51--United States Army, Europe. 

61- -United States Army, Alaska. 

71--United States Army Forces, Southern 
Command . 

82 — Military Traffic Management and Terminal 
Service . 

92--US Army Strategic Communications Command. 
AF--Department of the Air Force, 

NV- -Department of the Navy, 

DD- -Department of Defense Call elements 
except military departments). 


A- 3 5 



AMCR 690-4 
A-2 


Appendix A — Continued 


DEIN: 

47 

Data element: 

SUBMITTING OFFICE NUMBER (SON) 

Definition : 

A number that identifies the CPO which 
provides personnel services to the employee. 

Input format: 

N13 

Card columns : 

25-28 

Codes : 

Select from DA CIVPERSINS. 

DEIN; 

48 

Data element: 

DUTY STATION LOCATION CODE ( DUTY-STA-LOC- 
CD ) 

Definition : 

A code that identifies the state, city, and 
county in which the employee has his offi- 
cial duty station. 

Input format : 

N13 

Card columns : 

29-37 

Codes : 

tSu! locally developed GSA location 


A-.4R 



AMCR 690-4 
A- 2 


Appendix A — Continued 


DEIN; 

49 

Data element : 

BUDGET PROJECT ACCOUNT NUMBER 
(BUD-PROJ-ACCT) 

Definition : 

The first 11 alphanumeric positions of the 
US Army management structure code . 

Input format : 

N13 

Card columns : 

38-48 

Codes : 

NA 


DEIN: 

50 

Data element: 

COMMAND- CODE— PERSONNEL (CMD-CD) 

Definition : 

A code that identifies a specific command. 
(This is the command to which an employee 
is officially assigned by Standard Eorra 50 
(Notification of Personnel Action). ' This 
two-character code is reflected in the first 
two digits of the tables of distribution and 
allowances (TDA) number which identifies 
the organizational unit of employee 
assignment . ) 

Input format: 

N13 

Card columns : 

49-50 

Codes: 

See AR 680-330. 


A- 37 


AMCR 690-4 
A-2 

Appendix A- -Continued 


DEIN: 

Data element : 

Definition : 

51 

UNIT IDENTIFICATION CODE (UNIT-ID-CD) 

A code used to identify units , organizations , 
and activities at the active Army and re- 
serve components . 

Input format: 

N13 

Card columns : 

51-56 

Codes : 

To be coded locally from TDA. 

DEIN : 

Data element: 

52 

TABLE OF DISTRIBUTION AND ALLOWANCES 
PARAGRAPH NUMBER (TDA-PARA-NO) 

Definition : 

A code that identifies the paragraph number 
of a specified approved TDA to which an 
incumbent is assigned (i.e., 
organizational element within a speciri 

TDA to which an individual is assigned). 

Input format : 

N13 

Card columns : 

57-59 

Codes : 

NA 


A-38 




AMCR 690-4 
- A-2 

Appendix A — Continued 



DEIN: 

53 




Data element; 

TABLE OF DISTRIBUTION AND 
NUMBER ( TDA-LINE-NO ) 

ALLOWANCES LINE 

Definition : 

A code that identifies 
specified tipproved TDA 
is assigned. 

the 

to 

! line 
which 

number of a 
an incumbent 

Input format : 

N13 




Card columns : 

60-62 




Codes : 

NA 





DEIN: 

54 

Data element: 

ORGANIZATION CODE (ORG-CODE) 

Definition : 

A code that identifies the organization to 
which an employee is assigned. 

Input format : 

N13 

Card columns : 

63-68 

Codes : 

Select from locally developed organization 
table . 


A-39 


AMCR 6 90-4 
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Appendix A— Continued 


DEIN: 

Data element: 
Definition : 

Input format: 
Card column : 
Codes : 


55 


FUNCTION DESIGNATOR (FUNC-DESG) 


A code that Identifies the broad appronrin 
tion category from which an employee is 


N13 

69 


Corps of Engineers. 

4-Civil expenses. 

Isl^df "" administration of Ryukyu 



DEIN: 


56 


Data. element : 
Definition ; 

Input format : 
Card column : 
Codes : 


of“S SdiviSuir^rtho!;- =iS"^ture legend 
Form 2515, uthorized to sign DA 


N13 

70 


block table. ^ aeveloped signature 



AMCR 69 0-4 
A- 2 


Appendix A - - C o n t i nii e d 


DEIN: 

5 7 

Data clement : 

CIVILIAN PERFORMANCE RATING ( Cl V-PlilRF-RTNC) 

Def i.nit'ion : 

An adjec'lrive exprer5f>ion of c.'.omj)arir:on of 
employee's work skill to job requirements. 

Input format : 

Nlil 

Cai'd column : 

14 

Coder: : 

C - - Sat i t: fact ory . 

0 — Outstanding. 

U — Unsatisfactory , 

DEIN : 

5ft 

Data element : 

DATE OF PERFORMANCE RATING ( DT-OF~PERF-RAT) 

Def ;i.nition : 

has bee 

The numeric month, day, and year of the "To" 
dat (2 of the period for which an individual 
has been assigned his present performance 
rating as shown in official records. 

Input format : 

N14 

Card columns : 

15-20 

Codes : 

NA 


A-41 


AMCR 690-4 
A- 2 


Appendix A— Con t inue d 


DEIN: 

Data element: 
Definition : 

Input format : 
Card columns : 
Codes : 


I he month, day, and year tliat in iiwi:. • t 

peoeivGd hie last oqui valo 

as shown in official racoivln." ""''•''•i 

N14 


21-26 

NA 


DEIN: 

60 

■ - 

Data element: 

WORK SCHEDULE (WORK- 

SCD) 

Definition : 

A code that identifi 
schedule. 

an employee 'n work 

Input format : 

N14 


Card column: 

27 


Codes : 

DA 

PE R{! I N S i. n p n -r 


1 Full time. 

2 Part time. 

3 — Intermittent. 

F 

P 

I 


A-42 



DEIN: 

Data element : 

Definition : 

Input format! 
Card column : 
Codes : 


Appendix A— Continued 


AMCR 690-4 
A- 2 


underutilized INDICATOR CODE (UNUTIL-INDIC- 


A code that defines whether an 
.18 Identified as underutilized 


individual 


28 


in underutilized program 
M ^nrolled in underutilized px’ogram. 

M Mandatory reproraotion . 

N--Underutiiized and mandatory, 

0 — Optional repromotion . 

I’-’-’llnderutilized and optional. 



AMCR 690-4 
A - 2 


Appendix A — (k:) n 1 : i i u.i o < 1 


DEIN: 

Data element ; 
Definition : 

Input format: 
Card column: 


62 

SECURITY CLKARANCi: CODi: ( SCTY-CI.NC-i'lO 

A code that dofiiu!!; I.iu' typo ol .nnl 

security clearanoen jyi'antcd to .m i in! i v hlu.i i , 


Nl'l 

29 


Codes : 


Blank — None . 

C — Confidential . 


S — Secret . 


T — Top secret. 

A — Crypt;o-conf idential. 
B — Crypto -secret . 

D- -Crypto-top secret . 

E — N u c 1 e a i:' - s e ere t: . 


F — Nuclear-top secu'et' . 

G — Nuclear-secret o'ypto . 

H — Nuclear-top secret: fU'ypi 
R—AR 611-15, 


o , 


DEIN: 

Data element: 
Definition : 

Input format: 
Card columns : 
Codes : 


63 


DATE OF SECURITY CLEAHANCi: 

The numeric month, day, atid 
individual has been f?;rantcd 
security clearance as sliown 
records , 


(irr-M(*Ty-f‘!.N(‘) 

yotU' that .tn 
h:i (1 jirritoni 
in ol l ifvial 


N 14 


30-35 

NA 




A-44 
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DEIN: 

Data element : 

Definition : 

Input format: 
Card column: 
Codes : 


DEIN: 

Data element; 

Definition : 

Input format : 
Card columns : 
Codes : 


Appendix A — Continued 


64 

TYPE-OF-SECURITY INVESTIGATION (TY-SCTY- 
INVES) 

A code that defines the "type of investigation 
conduclred for security clearances . 

N14 

36 

1 — Complete background investigation (CBI). 

2 — Partial background investigation (PBI). 

3 — Background investigation (BI). 

4 — National agency check (NAC). 

5 — Section 3, Part 1, Executive Order 9 8 35. 

6 — Section 3a, Executive Order 10450. 

7 — National agency check and inquiry. 

8 — Full field investigation (FFI). 

9>»Federal Bureau of Investigation (FBI) . 

A — Section 8(d), Executive Order 10450. 


65 

DATE OF SECURITY INVESTIGATION (DT-SCTY- 
INVES) 

The num 
individ 
was com 
records 

N14 

37-42 

NA 


AMCR 69 0-4 
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Appendix A--Continued 



DEIN: 

66 


Data element: 

DATE PROBATION OR TRIAL 
BGN) 

BEGAN (DT-PROB-Tj^ 

Definition : 

The numeric month, day, and year that an 
individual s probation or trial period 
began. 

Input format: 

Nm 


Card columns : 

43-48 


Codes : 

NA 




Data element: 
Definition : 

Input format; 


A code which indicates that an emplovee ± 
•^ougn status in excess of 30 days. 


Card column : 


Codes ; 





A-46 
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Appendix A — Continued 


DEIN: 

Data element: 
Definition : 

Input format: 
Card columns : 
Codes : 


68 

DATE CAREER- CONDITIONAL SERVICE BEGAN 
.(DT-CAR-COND-BGN) 

The numeric month, day, and than an^ 

individual began career— conditional service 
as shown in official records. 

N14 

50-55 

NA 


DEIN : 

Data element: 
Definition : 


Input format : 
Card column: 
Codes : 


69 

RETIRED MILITARY CODE (RET-MIL-CD) 

A code that differentiates between those 
military who are in a regular or nonregular 
component status for determining dual com- 
pensation pay. 

N14 

56 

1— Offic-’" 

2 — Warrc 

3 — Offi< 

4— -Warr< 

5— Enlis 
Blank--! 



AMCR 690-4 
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Appendix A — Continued 


DEIN: 


Data element: 
Definition : 


Input format: 


PAY PERIOD INDICATOR CODE (PAY-PD-INDIC-CD) 

A code that indicates the pay period on 
which an individual is paid. 

N14 


Card column: 57 


Codes : 


Select from locally 
beginning date table 


developed 


pay period 



DEIN: 


71 


Data element: 


Definition : 


Input format : 


(Bi-EOD-PRELs°?Ar'''' 

station or installation?^^ ^ Present 
Nit 


Card columns: 58-63 

Codes: • 



A-48 
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Appendix A — Continued 


DEIN: 

72 


Data element: 

DATE ENTERED ON DUTY CIVIL SERVICE 
(DT-EOD-CS) 


Definition : 

The numeric month, day, and year that 
individual last entered on continuous 
as a member of the civil service. 

an 

duty 

Input format : 

N14 


Card columns : 

64-69 


Codes : 

NA 


DEIN: 

73 


Data element ; 

STREET ADDRESS (STRT-ADDR) 


Definition : 

The present street address wherein an indi- 
vidual and/or his family resides as shown 
in official records. 

Input format : 

N15 


Card columns : 

14-37 


Codes : 

NA 



A-49 


AMCR 690-4 
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Appendix A — Continued ' 



DEIN: 

Data element: 
Definition : 

Input format: 
Card columns : 
Codes : 


74 


CITY ADDRESS (CITY-ADDR) 

The present city address where an individual 
and/or his family resides as shown in offi 
cial records. 

N15 


38-54 

NA 



DEIN: 

Data element : 
Definition : 

Input format; 
Card columns : 
Codes : 




STATE OR FOREIGN COUNTRY ADDRESS (STATE-ADDR) 

N15 


65-59 

NA 



AMCR 690-4 
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Appendix A- -Continued 


DEIN: 

Data element : 
Definition : 


Input format : 
Card columns : 
Codes : 


76 

ZIP CODE— ADDRESS (ZIP-CODE) 

The zone improvement plan (ZIP) code that^ 
identifies the state, city, and zone appli- 
cable to the mailing address of the 
individual. 

N15 

60-64 

NA 


AMCR 690- 4 
A- 2 


DEIN: 

Data element: 
Definition: 

Input format : 
Card column : 
Codes ; 


Appendix A- -Continued 


77 


SUSPENSE DATA CODE ( SUSP-DATA-CD ) 

suspen 

to be placed in the record. 

N16 


14 


A- 

B- 

C- 

D- 

E- 


F- 

G 

H- 

J 

K 

N' 

P- 

Q 

R 


S' 

T- 

V- 

W- 

z- 


■Expiration of detail. 

•Expiration of salary retention. 
Expiration of appointment. 

Expiration of position obligation, 

more than 30 days. » r 

-Expiration of written reprimand. 

-Length of service award (other than 
normal). 

of statutory retention aftei 
military service • 

pay increase/decrease 

training obligation. 
Within-grade step increase, .DA Form 251 
prepared, and effective date. 

■reL"Pg„“en?f PP»otion/ 

--DirS^r?o® other than norma 

Due date for conversion to career or 

appointmen? UoS all 

types of conversion). 

■■Placement followup due. 

’-Due date^for with' "To" date. 

-Training followup. 

ue date for mandatory retirement. 
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DEIN: 

78 

Data element : 

SUSPENSE DATA DATE ( SUSP-DATA-DT) 

Definition : 

The numeric month, day, and year for which 
a suspense date has been established. 

Input format : 

N16 

Card columns : 

15-20, 22-27, 29-34, 36-41, 43-48, or 50-55 

Codes : 

NA 


DEIN: 

79 


Data element: 

NATURE- 

•OF-ACTION (NOA) CODE (NOA-CD) 

Definition: 

A code 
action 

that identifies the type of personnel 
taken on an individual. 

Input format: 

N01 


Card columns • 

14-16 


Codes : 

Select 

from NOA nar'^^'*''' tab! a* 



AMCR 690-4 
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Appendix A— Continued 


DEIN: 

Data element: 
Definition : 


Input format : 
Card column : 


80 


CODE SUFFIX (NOA-CD-SUF) 

NOA^code^tS^LentifJ°aSit^^^^? 

to be included in NOA najja??;^ 


N01 

17 


Codes : 


Select from NOA 
codes are used 


narrative table, 
as follows : 


Numeric 




J. C4. i^a.vc; 


- -IT ^ ^ px'j-iiLing 

on Standapd Fopin 50 



DEIN: 


81 


Data element : 
Definition: 


Input format : 


PROCESSING ACTION CODE ' (PROC-ACT-CD) 

A one-digit code used on accession-? ec. 
tions, and deletions to inScJle ?he 
of processing to be done ?n Sf ^ 
three systems aff^nH-^S ^ to the 

CIVPERSINS)? (i.e., PMIS, CIVPER 

N01 


Card column: 


18 


Codes : 


A — Create PMIS. 
B — Create PMIS; 
D— Create PMIS: 
H — Delete PMIS. 
K— Delete PMIS; 


create CIVPERSINS. 
.change CIVPERSINS. 

delete CIVPERSINS. 



A-54 



AMCR 690-4 
A- 2 


Appendix A — Continued 


DEIN: 

82 

Datci element: 

NATURE-OF-ACTION EFFECTIVE DATE 
(NOA-EFF-DT) 

Definition : 

The numeric month, day, and year on which 
a i>ersonnel action is effective. 

Input format : 

N01 

Card columns : 

19-24 

Codes : 

NA 

DEIN : 

83 

Data element : 

NATURE-OF-ACTION NOT-TO-EXCEED DATE 
(NOA-NTE-DT) 

Definition : 

The personnel action not-to-exceed date 
required to be entei'ed in block 12 of a 
Standard Form 50. 

Input format: 

N01 

Card columns : 

25-30 

Codes : 

NA 


A-55 



AMCR 690-4 

A- 2 

Appendix A — Continued 

DEIN: 

84 

Data element : 

SECONDARY NATURE-OF-ACTION CODE (2ND-N0A) 

Definition : 

A code used to correct, cancel, or amend a 
civilian personnel action. 

Input f ormat : 

N01 

Card columns : 

31-33 

Codes : 

001 — Cancellation . 

002 — Correction. 

003 — Amen dmen t . 


DEIN: 

85 

Data element: 

FOR AGENCY USE BLOCK (F0R-A6-USE) 

Definition : 

The space provided for agency use on the 
Standard Form 50. 

Input format: 

N01 

Card columns : 

34-43 

Codes : 

NA 


A-56 


DEIN: 

Data element : 
Definition : 

Input format: 
Card columns ; 
Codes ; 


Notes . 1. 
secondary N.OA 

2 

secondary NO A 


AMCR 690-4 
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Appendix A — Continued 


86 

CIVPERSINS SUFFIX CODE (CIVP-SFX-CD) 

A code that identifies the type of action 
beina processed on a cancellation amendment 
or correction to determine DA CIVPERSINS 
f ceded data. 

N01 

44-45 

A1 — Correction to accession error (error 
reported by DA), 

Cl — Correction to changes due to organi- 
zational unit identification code CUIC) 
movement (error reported by DA) , 
Sl„«Correction to status changes- -no UIC 
movement (error reported by DA) . ^ 

AZ--Cancellation of an accession (entire 
PHIS record will be deleted). 

LZ— Cancellation of a loss (entire PHIS 
record must be recreated) . 

CZ— Cancellation of changes due to organi- 
zational UIC movement, 

SZ— Cancellation of status change8--no UIC 
movement . 

CC--Correction to changes due to organi- 
zational UIC movement (error reported 
locally). 

SS— Correction to status changes--no UiC 
movement (error reported locally). 

Above cancellation codes are always used with 
code 001. 

Above correction codes are always used with 
code 002. 
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DEIN: 


87 


Data element-; 


Definition : 


Input format : 


“loRfASra-CDr 

printed on a Standard Form 50. 
N01 


Card columns: 46-47 


Codes : 


Select from civil 
narrative table. 


service or authority 


DEIN: 


88 


Data element ; 
Definition : 


Input format; 


gaining SON-CAO (GNG-SON) 

(SON, Of the 

:»n“ “ 

N01 


Card columns: 59-62 


Codes ! 


Select from DA CIVPERSINS 1. 



AMCR 690-4 
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Appendix A — Continued 


DEIN: 

Data element : 
Definition: 

Input format: 


89 

SEPARATION/ACCESSION AGENCY CODE 
(SEP-ACC-AGY-CD) 

A code that identifies the losing or gaining 
agency when an employee is moved from one 
agency to another. 

N01 


Card columns : 


50-51 


Codes : 


Select from table 2, book V, FPM Suppl 2 96-31. 


DEIN: 

Data element : 
Definition : 

Input format : 
Card column: 
Codes : 


90 

SIGNATURE BLOCK CODE— SF-50 (SIG-BLK-CD) 

A code that indicates the signature block 
of individuals authorized to sign Standard 
Forms 5 0 . 

N01 

52 

To be determined by each CPO. 


A-59 



AMCR 6 90-4 
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Appendix A — Continued 


DEIN: 

91 


Data element : 

DATE OF AUTHENTICATION, SF-50 
(DT-AUTH-SF-50) 


Definition : 

The date the authorizing officer takes 
final action to put a personnel action intro 
effect; ordinarily it is the date the 

Standard Form 50 i^ signed or authenticatrocl 

Input format: 

N01 


Card columns : 

53-58 


Codes : 

NA 


DEIN: 

92 


Data element : 

STANDARD FORM 50 REMARKS CODE 
(STD-50-RMKS-CD) 


Definition : 

A code that identifies the narrative to 
printed on the Standard Form 50, 

t) & 

Input format : 

N03 


Card columns : 

14-15 


Codes : 

Select from standard remarks narrative 
table. 



A-60 
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Appendix A — Continued 


DEIN: 

Data element ; 

Definition : 

Input format : 
Card columns: 
Codes ! 


93 

STANDARD FORM 50 REMARKS- -DATE OR NUMBER 
CSTD-50-DT-NUM) 

The date or number, as appropriate, for 
remarks section of the Standard Form 50. 

N0 3 

16-23 

NA 


DEIN: 

Data element : 
Definition : 

Input format: 
Card columns : 
Codes : 


94 

STANDARD FORM 50 NONSTANDARD REMARKS 
AMC-PMIS (STD-50-NS-RMKS) 

The entries on a Standard Form 50 which 
are not included in the table of standard 
remarks . 

N04 

14-75 

NA 


AMCR 690- 4 
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Appendix A— Continued 


DEIN: 

Data element; 


Definition : 


Input format 
Card column : 


Codes 


CONTROL NUMBER 
(TRLR-CRD-CON-NO) 

A number used to identify one item n-F 
on certain multiple item entries. 


DEIN; 


Data element ; 


Definition : 


Input format 
Card columns ; 
Codes : 


The entries of a Standard Form 50 not 
•included in the ou not 

code table. ^ ^ service or authority 


14-61 


Data element: 


Definition: 


Input format: 
Card columns: 
Codes : 


DA FORM 2515-REMARKS CARD (DA.FM.2S15-RMKS ) 

The remarks appearing on DA Form 2515 fn. 
adjustment only. Pay 


A-62 
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EMPLOYEE BASIC MASTER RECORD DATA INPUT 


AMCR 690-4 
B-1 


B-1. Puippose. This appendix describes i:he US Army Maicrion. 
Command Personnel Mcinageinent Information System (AMC PMIh) 
methods and procedures fox' px'oparing employee basic master 
record dnput formcits. 

B-2. Concept. a. The nmployc.c data are cnt'eretl into 
sy stom”%hrough the use of gcjieral pux'pose card formats. .I.h(.*, 
data may be entex’edj chanipul, or do.l.el:ed in con'ivinel. ion w i.i.h 
a personnel action or on a stand-filono basis. ^ llowovor, ;i.f 
submitted in conjunction with a personnel act.i.on, selected 
critical mind.mum data enl;x'ies mu.st be entered accoxxi.i.ng to 
the nature of the personnel action, the type of civilian ^ 
rccox'd, and (for gains) tin', prone!.! sing action cod(j. Tlio in- 
put data at'e keypunched cuul subjected to edit and ya.l. .ida 1. i.on 
checks (including clicck.?. for the prcisence of the minimum 
required data elements). If any of the dat<i (:!l(Mm'.nts eivlored 
are invalid, or if any rcupnirod data elemenl;!! are om.it ted, Idui 
total submission for that employee is rerpseted and an (vrt'ox^* 
listing is pro<luced. The cjinployee master record :i.!i updated 
accordd.ng to delta entex'csd and, If pexnsonnel action related, ^ 
wi th logictilly developed data peculiar l;o the pex'Jioime I. ac l;:< on . 

b. To add or clnangc delta, 1;lie new or cliiinged dat:a ax'C'. 
entered in the data element fi.eld of tin! apiiropriate i.nput 
card format . 

c. To delete data, a clash (-) is entered in the left-moiit 
positi.on of the data elemejnt field of the appropi'.Late inpul; 
card format. Optional data elements only, of tlie employee 
master record, may be deleted (see app C). 

B-3. Pr otective (secnirity) classification of it^put . Not 
classiHed . 

B.-i|. Input control instructions . Retain input card coding 
formats with the source documents until the action is processed. 
For manual retrieval and reference, input cards for each daily 
processing cycle should be arranged in sequence by document 
identifier code (DIG), within processing sequence code, and 
within social security account number (SSAN). 

B-5. Input disposition . At local option, may be retained or 
destroyed after use^ 


B-6. Inputs. The following input formats are identified with 
the submission of employee data to the employee basic record. 



AMCR 690- 4 
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Appendix B — Continued 


a. Employee identification card (format N10) . 

(1) Source . Civilian personnel office (CFO) (Standard 
Form (SF) 52, Request for Personnel Action; SF 8, Notice to 
Federal Employee about Unemployment Compensation; SF 171, Per- 
sonnel Qualifications Statement). 

( 2 ) Format . 


Card 

Data element columns • 


Instructions 


Document identi- 
fier code 

1-3 

Social security 
account number 

4-12 


SSAN check 

13 

digit code 


Employee name 

14-4 


Sex 


44 


Enter ''N10.'' 


Enter employee's SSAN, omitting 
hyphens. If employee has no 
number, enter a "9" as the first 
digit, followed by the four-digit 
submitting office number (SON). 

In the remaining four digits , en- 
ter a locally assigned number main- 
tained in an SSAN log. 

For accession actions, leave blank; 
for all other actions, enter the 
one-digit code as shown on the 
SSAN or alphabetic listings. 

Enter last name followed by a comma 
and space; first name or initial 
(if initial, also enter period); 
space, middle name or initial 
(enter period following initial); 
comma and space; and if any, name 
suffix (must be Jr., Sr., II, III, 
or IV). Complete name, including . 
spaces and punctuation, must not 
exceed a 30 -character field. An 
apostrophe ( ' ) must not be used 
but a dash ( — ) may be used. 

Enter one of the following codes 
as applicable. 


M — Male . 

F — Female. 


B-2 
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B“6a( 2 ) 


Data element 


Marital 

status 


Date of birth 


Veterans 

preference 

code 


Tenure group 
code 


Appendix B — Continued 
Card 

columns Instructions 

45 Enter one of the following codes, 

as applicable: 

1 — Mr. 

2 — Miss 

3 — Mrs . 

46-51 Enter date of birth using six dig- 
its in month, day, and year se- _ 
quence ♦ Precede any single-digit 
month, day, or year with a zero. 

52 Enter one of the following codes, 
as applicable: 

X__No preference or undetermined. 
2~-5-point preference. 

3 — 10-point preference. ^ ^ 

4 — 10-point compensable disability. 
6 — 10-point other. 

53 Enter one of the following codes, 
as applicable : 

PHIS Tenure 

code group Definition 

1 lA Career appointment — 

veteran . 

2 IB Career appointment — 

nonveteran /retired 
military <RM). 

3 IIA Career conditional 

appointment — veteran . 

4 IIB Career conditional 

app o in tme n t - -no n - 
veteran/RM. 

5 IIIA TAPER (temporary _ 

appointment pending 
establishment of 
register ) /indefinite/ 
term appointment- — 
veteran. 

B-3 
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Rata Gleinani' 


Service 

computation 

date (SCI)) 


Service compu- 
tation date-- 
r*© duct ion in 
force (RXF) 


Physical handi- 
cap code 


federal Em- 
ployee's Group 
Life Insurance 
CFEGLI) code 


Retirement 
coverage code 


Appendix a— CinitiiuMMl 


Ctird 

col umiii 


iMu-i iitii:: 




66-67 


68 


69 


PM 1 1 ) T('init't‘ 
code i^rtnip 

6 IIIH 


0 


0 


60 -r,li Kni 


Mel inil i(iji 

I AI'i.K/ i iid<< I i II i t e/ I (>i> 
oi'P"iii! iiieiil --noil- 

vel t-iMn/KM. 

^‘‘iie ,H oluive. 

II nnnt'» (till op "orioooo , 


lot’l h i itil‘ ' " “ ‘ . I 

W »0"0 .urior 

Enter one of the ('Sc I'r'iw; • .. 

no h-in R'*’'^'or,i,(; liarKlicap <*odeo, tr 
‘o handicap, enter "00." 

eaden, 

1- -Covered. 

2- Ineligible. 

•3— Waived. 

Regular ) plus optional. 
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Appendix B — Continued 


Card 

Data element columns Instructions 

1 — Civil service. 

2__Federal Insurance Contribution 
Act (FICA). 

3 — Foreign service. 

4 — None. 

5— -0ther. 


Special pro- 
gram identi- 

70-71 

fier code 


Blank 

72-79 

Processing 
sequence code 

80 


Enter one of the approved special 
program identifier codes (a-pp A) . 

If not applicable j enter "00." 

Leave blank. 

(a) Leave blank or enter "1" for 
first order of processing. If more 
than one action is to be processed 
during the same computer cycle for 
the same SSAN, enter "2" in all in- 
put formats applicable to the sec- 
ond order of processing; enter "3" 
for third order, etc. 


(b) If the computer detects an 
error or omission in any input , 
all inputs for the same SSAN , re- 
gardless of the order of processing 
sequence will be rejected. Card 
columns 79 and 80 are reserved for 
trailer and subtrailer number, if 
applicable. 

b . Employee position identification card (format Nil) . 

(1) Source. CFO (SF 52; SF 7, Service Record). 


( 2 ) Format . 



Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "Nil." 

Social secu- 
rity account 
number 

4-12 

See N10 input format (a(2) above) 
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Appendix A— Cont 


inued 



DEIN: 

Da1:a element : 
Definition : 

Input format : 
Card columns : 
Codes ; 


66 

BGN) OR trial BEGAN (DT-PROB-TR- 

individual°s"*pSobation ’ 

began. Probation or trial period 

N14 

43-48 

NA 



DEIN; 


Data element: 


Definition : 


Input format : 


an employee ia 

or furlough statu? ^ ’ suspension, 

^ status in excess of 30 days. 

N14 


Card column: 4 g 


Codes : 


Blank — Indicates 
1 — Indicates LWOP 
actions . 


indicator reported, 
status when determining 


A-46 
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DEIN: 

Data element: 

Definition : 

Input format: 
Card columns : 
Codes : 


DEIN: 

Data element : 
Definition : 

Input format : 
Card column : 
Codes : 


Appendix A--Continued 


68 

DATE CAREER-CONDITIONAL SERVICE BEGAN 
. (DT-CAR-COND-BGN) 

The numeric month , day , and year than an 
individual began career-conditional service 
as shown in official records, 

N14 

50-55 

NA 


69 

RETIRED MILITARY CODE (RET-MIL-CD) 

A code that differentiates between irhose 
military who are in a regular or nonregular 
component status for determining dual com- 
pensation pay. 

N14 

56 

1 — Off icer--regular component. 

2 — Warrant officer — regular component, 

3 — Off icer--nonregular . 

4— -Warrant officer — nonregular. 

5 — Enlisted personnel. 

Blank — None of the above. 
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Appendix A- -Continued 



DEIN: 

Data element: 
Definition: 

Input format: 
Card column : 
Codes : 


70 


PAY PERIOD INDICATOR CODE (PAY-PD-INDIC-CD) 


A code that indicat 
which an individual 


es the pay period 
is paid. 


on 


N14 

57 


Select from locally developed 
beginning date table. 


pay period 



DEIN: 

Data element! 
Definition : 


y®ar that an 

individual entered on duty at his present 
station or installation. present 


A. Ji O 
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Appendix A — Continued 


DEIN; 

72 


Data element; 

DATE ENTERED ON DUTY CIVIL SERVICE 
(DT-EOD-CS) 


Definition : 

The numeric month, day, and year that 
individual last entered on continuous 
as a member of the civil service. 

an 

duty 

Input format : 

N14 


Card columns ; 

64-69 


Codes : 

NA 


DEIN: 

73 


Data element: 

STREET ADDRESS (STRT-ADDR) 


Definition : 

The present street address wherein an indi- 
vidual and/or his family resides as shown 
in official records. 

Input format : 

N15 


Card columns : 

14-37 


Codes : 

NA 



A-49 
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Appendix A- -Continued 


DEIN: 

74 

Data element: 

CITY ADDRESS (CITY-ADDR) 

Definition : 

and/or^his^familv^^^^^^^ where an individual 

Input format: 

N15 

Card columns : 

38-54 

Codes : 

NA 

DEIN: 

75 

Data element: 

STATE OR foreign COUNTRY ADDRESS (STATE-ADDR) 

Definition : 


Input format : 

N15 

Card columns : 

55-59 

Codes : 

NA 


A-50 



DEIN: 

Data element : 
Definition : 

Input format : 
Card columns : 
Codes : 


AMCR 690-4 
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Appendix A — Continued 


76 

ZIP CODE--ADDRESS (ZIP-CODE) 

The zone improvement plan (ZIP) code that 
identifies the state, city, and zone appli- 
cable to the mailing address of the 
individual. 

N15 

60-64 

NA 


A-51 
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DEIN: 

Data element; 
Definition : 

Input format: 
Card column: 
Codes : 


Appendix A — Continued 


77 

SUSPENSE DATA CODE ( SUSP-DATA-CD) 

A code that identifies the type of suspense 

to be placed in the record. 

N16 

14 

A — Expiration of detail. 

B — Expiration of salary retention. 

C — Expiration of appointment. 

D“~Expiration of position obligation. 

^“"Expiration of LWOP/furlough/suspension 
more than 30 days. 

F--Expiration of written reprimand. 

G- — Length of service award (other than 
normal) . 

H — Expiration of statutory retention after 
military service. 

J — Administrative pay increase/decrease 
due. 

K--Expiration of training obligation. 

N — Within-grade step increase, .DA Form 2515 
prepared, and effective date. 

P- -Expiration of temporary promotion/ 
reassignment. 

Q Within-grade increase, other than normal. 

R — Due, date for conversion to career or 
career-conditional appointment (for all 
types of conversion). 

S — Placement followup due, 

T — DA Form 1052 prepared, with' "To" date. 

V — Due date for periodic physical 
examination . 

W — Training followup. 

Z — Due date for mandatory retirement. 


A- 52 


Appendix A—Continued 


AMCR 690-4 
A- 2 


DEIN: 

78 


Data element: 

SUSPENSE DATA DATE 

(SUSP-DATA-DT) 

Definition : 

The numeric month , 
a suspense date has 

day, and year for which 
been established. 

Input format; 

N16 


Card columns : 

15-20, 22-27, 29-34, 36-41, 43-48, or 50-55 

Codes : 

NA 




DEIN: 

Data element : 
Definition : 

Input format: 
Card columns : 
Codes : 


79 

NATl)RE-OF-ACTION (NOA) CODE (NOA-CD) 

A code that identifies the tp.e of personnel 
action taken on an individual . 

N01 

14-16 

Select from NOA narrative tables 
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Appendix A — Continued 


DEIN: 

80 

Data element : 

NATURE-OF- ACTION CODE SUFFIX (NOA-CD-SUF) 

Definition : 

An additional code to the basic personnel 

NOA code to identify additional information 
to be included in NOA narrative. 

Input format : 

N01 

Card column: 

17 

Codes : 

Select from NOA narrative table. Numeric 
codes are used as follows: 


1--TO suppress printing of NOA narrative 
on Standard Form 50* 

entire Standard 

Form 50 or DA Form 2515. 

DEIN: 

81 

Data element : 

Definition: 

PROCESSING ACTION CODE (PROC-ACT-CD) 

A one-digit code used on accessions, senara— 
tions, and deletions to indicate ?he lyp^ 
of processing to be done in regards to tL 

CIvJerSnS)!'" PMIS, CIVPER 

Input format: 

N01 

Card column : 

18 

Codes : 

A— Create PHIS. 

D^-CrP^t^ pmJc’ CIVPERSINS. 

H-Dele^e CIVPERSINS. 

K— Delete PHIS; delete CIVPERSINS. 


A-S4 
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Appendix A — Continued 


DEIN: 

82 

Data element: 

NATURE-OF-ACTION EFFECTIVE DATE 
(NOA-EFF-DT) 

Definition : 

The numeric month, day, and on which 

a personnel action is effective. 

Input format : 

N01 

Card columns : 

19-24 

Codes : 

NA 

DEIN: 

83 

Data element : 

NATURE-OF-ACTION NOT-TO-EXCEED DATE 
(NOA-NTE-DT) 

Definition : 

The personnel action not-to-exceed date 
required to be entered in block 12 of a 
Standard Form 50. 

Input format: 

N01 

Card columns : 

25-30 

Codes : 

NA 
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Appendix A — Continued 


DEIN: 

84 

Data element : 

SECONDARY NATURE- OF- ACTION CODE (2ND-N0A) 

Definition : 

A code used to correct, cancel, or amend a 
civilian personnel action. 

Input format : 

N01 

Card columns : 

31-33 

Codes : 

001 — Cancellation . 

002 — Correction , 

003 — Amendment . 

DEIN: 

85 

Data element : 

FOR AGENCY USE BLOCK (FOR-AG-USE) 

Definition: 

agency use on the 

Standard Form 50, 

Input format: 

N01 

Card columns ; 

34-43 

Codes : 

na’ 


AMCR 690-4 
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DEIN : 

Data element : 
Definition : 

Input format: 
Card columns : 
Codes : 


Notes . 1 

secondary N.OA 

2 

secondary NOA 


Appendix A — Continued 


86 

CIVPERSINS SUFFIX CODE (CIVP-SFX-CD) 

A code that identifies the type of action 
being processed on a cancellation amendment 
or correction to determine DA CIVPERSINS 
feeded data. 

N01 

44-45 

A1 — Correction to accession error (error 
reported by DA). 

Cl- -Correction to changes due to organi- 
zational unit identification code (UIC) 
movement (error reported by DA) . 

SI — Correction to status changes — no UIC 
movement (error reported by DA) . 

AZ — Cancellation of an accession (entire 
PMIS record will be deleted) . 

LZ — Cancellation of a loss (entire PMIS 
record must be recreated) . 

CZ — Cancellation of changes due to organi- 
zational UIC movement , 

SZ — Cancellation of status changes--no UIC 
movement. 

CC--Correction to changes due to organi- 
zational UIC movement (error reported 
locally) , 

. SS — Correction to status changes — no UIC 
movement (error reported locally). 

Above cancellation codes are always used with 
code 001. 

Above correction codes are always used with 
code 002. 


A-57 
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Appendix A — Continued 


DEIN: 

Data elements 


Definition: 


Input format : 
Card columns ; 
Codes : 


CIVIL SERVICE OR AUTHORITY CODE 
(CS-OR-AUTH-CD) 

indicates the statutory authority 
.for a particular personnel action to be 
printed on a Standard Form 50. 


46-47 

Select from civil service or authoritv 
narrative table. aui-noriry 


DEIN: 

Data element ; 
^finition : 


Input format ; 
Card columns: 
Codes : 


gaining SON-CAO (GNG-SON) 

SviUar“Ss?nn"‘aotivitr the 

employee in oonnectJoiS wiS ^:e=^tving an 
appointing officer actions!^ change in 

N01 

59-62 

Select from DA CIVPERSINS I. 



A-S8 
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Appendix A — Continued 

DEIN: 

89 

Data element: 

SEPARATION/ ACCESSION AGENCY CODE 
( SEP-ACC-AGY-CD) 

Definition : 

A code that identifies the losing or gainin) 
agency when an employee is moved from one 
agency to another. 

Input format : 

N01 

Card columns : 

50-51 

Codes : 

Select from table 2, book V, PPM Suppl 296- 

DEIN: 

90 

Data element : 

SIGNATURE BLOCK CODE — SF-50 (SIG-BLK-CD) 

Definition : 

A code that indicates the signature block 
of individuals authorized to sign Standard 
Forms 50. 

Input format : 

N01 

Card column : 

52 

Codes : 

To be determined by each CPO. 
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DEIN: 

91 

Data element: 

DATE OF AUTHENTICATION, SF-50 
(DT-AUTH-SF-50) 

Definition : 

The date the authorizing officer takes 
final action to put a personnel action into 
effect; ordinarily it is the date the 
Standard Form 50 ils signed or authenticated 

Input format: 

N01 

Card columns ; 

53-58 

Codes : 

NA 



DEIN: 

Data element : 


Definition: 


92 


REMARKS CODE 

(STD-50-RMKS-CD) 


A code that identifies the narrative to 
printed on the Standard Form sSf 


N03 


14-15 


Select from standard 
table. 


remarks 


narrative 


Input format: 
Card columns ; 
Codes : 


AMCR 6 90-4 
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Appendix A — Continued 


DEIN: 

93 

Data element : 

STANDARD FORM 50 REMARKS- -DATE OR NUMBER 
. (STD-50-DT-NUM) 

Definition : 

The date or number, as appropriate, for 
remarks section of the Standard Form 50. 

Input format: 

N03 

Card columns: 

16-23 

Codes : 

NA 

DEIN: 

94 

Data element: 

STANDARD FORM 50 NONSTANDARD REMARKS 
AMC-PMIS (STD-50-NS-RMKS) 

Definition : 

The entries on a Standard Form 50 which 
are not included in the table of standard 
remarks. 

Input format: 

N04 

Card columns : 

14-75 

Codes : 

NA 


A-61 


AMCR 69 O- 4 
A- 2 


Appendix A — Continued 


DEIN: 

95 

Data element : 

control number 
(TRLR-CRD-CON-NO) 

Definition : 

A number used to iden+ifTr 
on certain multiple item entries?”" 

Input format: 

N04 

Card column : 

78 

Codes : 

NA 


DEIN: 

Data element : 
Definition : 

Input format : 
Card columns : 
Codes ; 


96 

N02 

14-61 

NA 


dein 

Data element: 

97 


DA FORM 2515— REMARKS CARD 

(DA-FM-2515-RMKS) 

Definition; 

The remarks appearing on DA 
adjustment only. 

Form 2515 for pay 

Input format; 

N71 


Card columns: 

6-76 


Codes ; 

NA 
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EMPLOYEE BASIC MASTER RECORD DATA INPUT 

B-1. Purpose. This appendix describes the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
methods and procedures for preparing employee basic master 
record Input formats. 

B-2. Concept . a. The employee data are entered into the. 
system through the use of general purpose card formats. The 
data may be entered, changed, or deleted in conjunction with 
a personnel action or on a stand-alone basis. However, if 
submitted in conjunction with a personnel action, selected 
critical minimum data entries must be entered according to 
the nature of the personnel action, the type of civilian- 
record, and (for gains) the processing action code. The in- 
put data are keypunched and subjected to edit and validation 
checks (including checks for the presence of the minimum 
required data elements). If any of the data elements entered 
are invalid, or if any required data elements are omitted, the 
total submission for that employee is rejected and an error 
listing is produced. The employee master record is updated 
according to data entered and, if personnel action related, 
with logically developed data peculiar to the personnel action. 

b. To add or change data, the new or changed data are 
entered in the data element field of the appropriate input 
card format. 

c. To delete data, a dash (-) is entered in the left-most 
position of the data element field of the appropriate input 
card format. Optional data elements only, of the employee 
master record, may be deleted (see app C). 

B-3. Protective (security) classification of input . Not 
classified. 

B-4. Input control instructions. Retain input card coding 
formats with the source documents until the action is processed. 
For manual retrieval and reference, input cards for each daily 
processing cycle should be arranged in sequence by document 
identifier code (DIG), within processing sequence code, and 
within social security account number (SSAN). 

B-5. Input disposition . At local option, may be retained or 
destroyed after use. 

B-6. Inputs. The following input formats are identified with 
the submission of employee data to the employee basic record. 
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Appendix B--Continued 

a. Employee identification card (format N10) . 

(1) Source . Civilian personnel office (CPO) (Standard 
Form (SF) 52, Request for Personnel Action; SF 8, Notice to 
Federal Employee about Unemployment Compensation; SF 171, Per- 
sonnel Qualifications Statement). 

( 2 ) Format . 


Card 

Data element columns • 


Instructions 


Document identi- 1-3 Enter "N10.'* 

fier code 


Social security 4-12 
account number 


SSAN check 13 

digit code 


Employee name 14-43 


Sex 


44 


Enter employee's SSAN, omitting 
hyphens. If employee has no 
number, enter a "9" as the first 
digit, followed by the four-digit 
submitting office number (SON). 

In the remaining four digits , en- 
ter a locally assigned number main- 
tained in an SSAN log. 

For accession actions, leave blank; 
for all other actions, enter the 
one-digit code as shown on the 
SSAN or alphabetic listings. 


.... "T""' jjy a comm< 

space; first name or initial 
^it initial, also enter period); 
space, middle name or initial 
(enter period following initial); 

surtix (musl: be Jr, , Sr TT ttt 

or IV). Complete nlme , 

SSeel f ^ PO"otuation , must not 
exceed a 30 -character field. An 

apostrophe (») must not be used 
but a dash (-) may be used? ’ 

aXVlLbfe!’'^ 


M — Male . 

F — Female. 


R_0 
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Data element 

Marital 

status 


Date of birth 


Veterans 

preference 

code 


Tenure group 
code 


Appendix B — Continued 
Card 

columns Instructions 

45 Enter one of the following codes, 

as applicable: 

1- -Mr . 

2- -Miss 

3 - Mrs. 

46-51 Enter date of birth using six dig- 
its in month, day, and year se-^ 
quence# Precede any single-digit 
month, day, or year with a zero. 

52 Enter one of the following codes, 

as applicable; 

1 — No preference or undetermined. 

2 — 5-point preference. 

3 — 10-point preference. 

4 — 10-point compensable disability. 
5__10-point other. 


Enter 

one of 

the following codes. 

as applicable : 

PMIS 

Tenure 


code 

group 

Definition 

1 

lA 

Career appointment- - 
veteran. 

2 

IB 

Career appointment-- 
nonveteran/retired 
military (RM). 

3 

IIA 

Career conditional 
appointment — veteran. 

4 

IIB 

Career conditional 
appointment — non- 
vet eran/RM. 

5 

IIIA 

TAPER (temporary^ 
appointment pending 
establishment of 
register) / indefinite/ 
term appointment — 
veteran. 
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Data element 


Service 
computation 
date (SCD) 


Service compu- 
tation date-- 
reduction in 
force (RIF) 


Physical handi- 
cap code 


Federal Em- 
ployee's Group 
Life Insurance 
(FEGLI) code 


Retirement 
coverage code 


Appendix B — Continued 


Card 


columns 

Instructions 


54-59 


60-65 


66-67 


68 


PMIS Tenure 

code group Definition 

6 IIIB TAPER/indef inite/term 

appointment — non- 
veteran/RM. 


0 None of the above . 


Enter ^ SCD for leave purposes, using 
six digits in month, day, and year 
sequence. Precede any single-digit 
month, day, or year with a zero. 

If left blank on accessions, effec- 
tive date will be entered auto- 
matically. If none, enter "000000. “ 


Enter SCD for RIF purposes, using 
six digits in month, day, and year 
sequence. Precede any single-digit 
month, day, or year with a zero. 

DO NOT include credit for outstand- 
ing-performance rating (OPR) — this 
is applied automatically when re- 
tention registers are prepared. If 
left blank on accessions, effective 
date will be entered automatically, 
ir none, enter "000000." 

Enter one of the CSC (Civil Serv- 
ice Commission) authorized two- 

numeric handicap codes. If 
no handicap, enter "00." 


Enter one of the 
as applicable: 


following codes , 


69 


1 — Covered. 

2 — Ineligible . 

3 — Waived. 

4— Regular, plus 

Enter one of the 
as applicable : 


optional, 
following codes , 
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Data element 


Special pro- 
gi?am identi- 
fier* code 

Blank 

Processing 
sequence code 


b . Employee 

(1) Source . 

( 2 ) Format . 


Data element 

Document identi- 
fier code 

Social secu- 
rity account 
number 


Appendix B — Continued 
Card 

columns Instructions 


1 — Civil service. 

2 — Federal Insurance Contribution 
Act (FICA). 

3 — Foreign service. 

4 — -None . 

5 — Other. 

70-71 Enter one of the approved special 
program identifier codes (app A) . 

If not applicable, enter "00." 

72-79 Leave blank. 

80 (a) Leave blank or enter "1" for 

first order of processing. If more 
than one action is to be processed 
during the same computer cycle for 
the same SSAN, enter "2" in all in- 
put formats applicable to the sec- 
ond order of processing; enter "3" 
for third order, etc. 

(b) If the computer detects an 
error or omission in any input, 
all inputs for the same SSAN, re- 
gardless of the order of processing 
sequence will be rejected. Card 
columns 7 9 and 8 0 are reserved for* 
trailer and subtrailer number, if 
applicable. 

position identification card (format Nil) . 

CPO (SF 52; SF 7, Service Record). 


Card 

columns Instructions 

1-3 Enter "Nil." 

4-12 See N10 input format (a(2) above) . 
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Appendix B — Continued 


Data element 

Card 

columns 

Instructions 

SSAN check 
digit code 

13 

See N10 input format (a(2) above) . 

Citizenship 

code 

14 

Enter one of the following codes , 
as applicable: 



1 — Citizen, 

2 — Noncitizen. 

Position 
occupied code 

15 

Enter one of the following codes, 
as applicable; 



1 — Competitive service. 

2— Excepted service. 

Type-of- 

appointment 

code 

16-17 

Enter one of the two-digit, numeric 
type-of -appointment codes. 

Competitive 
area code 

18-19 

Enter locally developed two- 
character, alphanumeric code. 

Competitive 
level code 
(CLC) 

Occupying 

obligated 

position 

20-22 

23 

Enter locally developed three— 
character code. Fill unused left 
positions with zeros. Note. The 
full CLC consists of pay plan, 
grade, and CLC; therefore, when 
pay plan or grade changes , CLC 
'.'<191'’ -a maximum 

. competitive levels with- 

in each grade of a pay plan. 

Enter one of the following codes 
as applicable: ^ cooes, 



0- Position not obligated. 

1 — Position obligated--tenure 
atfected. Employee occuniec; = 
position to wMoh ano^hS em- 

mestoration 

g ted under circumstances 



AMCR 690-4 
B-6b(2) 


Appendix B“-Continued 


Data element 

Card 

columns 

Instructions 



other than above (e.g. , after 
service under Section 725(6) of 
the Foreign Assistance Act 1961) . 

Pay plan code 

24-25 

Enter appropriate two-digit , alpha 
betic pay plan code. 

Blank 

26-31 

Leave blank. 

Occupation 
series code 

32-36 

Enter occupational series code. 
Right- justify and zero-fill the 
field. Mixed Wage Grade (WG) jobs 


may contain an "X" in the left-most 
position. If pay plan is one of 
the following, series must be en- 
tered as shown: 


Pay plan 

Series code 

YV 

03506 

YW 

03506 

Note . Must 
occupation 

always be paired with 
series code suffix. 


Occupation 
series code 
suffix 


Blank 


37-38 Enter two-character , alphanumeric 

occupation series code suffix for 
the appropriate position title from 
the position title table listing . 
Note. Must always be paired with 
occupation series code. 

39-44 Leave blank. 


Functional 45-46 Enter appropriate two-digit, nu- 

classif ication meric code. If not applicable, 

code enter "00. •' 


Position 47 Enter one of the following codes, 

tenure code as applicable : 

P--Permanent . 

T — Temporary. 
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Appendix B — Continued 


Card 

Data element columns 


Instructions 


Career 

program code 


48-49 Enter appropriate two-digit, nu- 
meric code- If not applicable, 
enter "00." 


Type-of- 
civilian 
record code 


Date entered 
present posi- 
tion title 


Position 

number 


Blank 

Process 
sequence code 


50 


51-56 


57-64 


65-79 

80 


Enter one of the following codes, 
as applicable: 

A — AMC record. 

B--Army record, 

C — Non-Army record. 

D — Interest only record. 

Enter date employee last entered 
present position title , using six 
digits in month, day, and year 
sequence. Precede any single-digi1: 
month, day, or year with a zero. 

If left blank on accessions or when 
occupation series code or suffix 
changes, effective date will be 
entered automatically. 

Enter employee's official position 
number, not to exceed eight digits , 
Leave unused positions blank. If 
non-WG supervisor, enter "S" in 
card column 64. 

Leave blank. 




. , o-' ^ NJ-x L UJL^nKJ 

entered on format N01 or other 
formats of this submission (if no 


card (fon^.^- 

(1) Source . CPO (SF 52, SF 7). 



AMCR 690-4 
B-6c(2) 

Appendix B--Continued 

( 2 ) Format . 

Card 

Data element columns Instructions 

Document identi- 1-3 Enter "N12." 

fier code 

Social secu- 4-12 See N10 input format (a(2) above). 

rity account 

number 


SSAN check 
digit code 

Grade or 
level code 


Date entered 
grade or level 


Employee step 
or rate 


See N10 input format (a(2) above). 


14-15 


16-21 


22-23 


Enter appropriate two-digit , nu- 
meric grade or level. Enter zero 
in any unused left position. If 
no grade or level, enter "00." 

Enter date employee last entered 
present grade or level, using six 
digits in month, day, and year 
sequence. Precede any single- 
digit month, day, or year with a 
zero. If left blank on accessions 
or when pay plan or grade or level 
changes, effective date will be 
entered automatically in the em- 
ployee master record. 

Enter appropriate two-digit , nu- 
meric step or rate, as follows, 
entering a zero in any unused left 
position. If no step or rate, en- 
ter "00." If pay rate determinant 
is "1" through "4," enter maximum 
step. 

Step Pay plan and grade 

00 No step. 

01-10 GS-1 through GS-15 
employees. 


01-09 GS-16 employees. 
01-05 GS-17 employees. 
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Data element 


Blank 

Basis of pav 
code 


Salary 


Appendix B--Continued 


Card 

columns Instructions 


Step Pay plan cind grade 

01 GS-18 employees, 

01-05 WD, WG, WL, WN, WP , and WI ! 
employe e s ( a 1 3. grad e 8 ) . 

01-15 Teachers at oversea deporul" 
ent schools. 

00-40 WB and WM employees (al.'l 
grades) . 

24-29 Leave blank, 

30-31 Enter one of the following codes , 

as applicable : 


32-38 


PA — Per annum, 

PH — Per hour. 

PD — Per day. 

WC Without compensation. 

FB — Fee basis. 

PW- -Piece work, 

PM- -Per month. 

PS— Per service or product. 
bY--Pep school year. 

®”'~?eriSd)! regular pay 

0R--A11 others. 


dollars and centu 
with the cents entered in the richr . 

unused left -moat 
positions zero-filled. DO NOT en 

($), comma (?) ^ 

•wT+-'h ^+- (•)» An employee 

"00000 on as 
rTe T&l Per-hour 

"oSon^fcu, entered as 

'' 9 ° 860 ^•c’ ^P^'^^nnum salary of 
notf^^pi^ entered as "0 986000 — 

positwf/" 
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Appendix B--Continued 
Card 

Data element c olumns Instructions 

39-40 Enter appropriate two-digit, nu- 
meric code to reflect correct pay 
table to be used. If no pay table 
is applicable (a single rate of 
pay such as for pay plans EC, YV , 
YW, etc.), enter "99." If pay 
rate determinant is "1" through 
"4," enter pay table code appli- 
cable to "the employee were he not 
on a saved rate. 


Pay rate deter- 
minant code 


Enter appropriate pay rate deter- 
minant code — 0 through 8. 

Education 

code 

42 

Enter one of the following codes , 
as applicable: 


0 — Less than high school. 

1 — High school. 

2 — Business, vocational, or trade 
school. 

3 — At least 30 semester hours of 
college credit. 

4 — At least 60 semester hours of 
college credit. 

5 — At least 90 semester hours of 
college credit. 

6 — At least 120 semester hours of 
college credit. 

7 — Bachelors degree (BA, BS, etc.) 

8 — Masters degree (MA, MS, etc.). 

9 — Doctors degree (PHD, JPD, etc.). 

Blank 4 3-79 Leave blank.- 

Processing 8 0 Enter same digits (if not blank) 

sequence code as entered on format N01 or other 

formats of this submission. 



(1) Source. CPO (SF 52). 


Pay table 
code 
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( 2 ) Format ♦ 

Data element 

Document identi- 
fier code 

Social secu- 
rity account 
number 

SSAN check 
digit code 

Employing 
office loca- 
tion code 


Agency code 


Submitting 

office 

number 

Duty station 
location code 


Budget proj- 
ect account 
(BPA) number 

Command code 


Unit identi- 
fication code 
(UIC) 


Appendix B — Continued 


Card 

columns Instructions 


1-3 Enter "N13." 


4-12 See N10 input format (a(2) above). 


13 See N10 input format (a(2) above). 

14-22 Enter appropriate General Service 
Administration (GSA) geographical 
location code for the employing 
office from the location table 
listing. Note . Be sure that loca- 
tion code has been entered in loca- 
tion table. 

23-24 Enter appropriate two-digit, nu- 
meric agency code suffix of the 
servicing CPO (see CPR 950-1). 

25-28 Enter appropriate four-digit, nu- 
meric SON of the CPO servicing 
the employee. 

29-37 Enter appropriate GSA geographical 
location code for the duty station 
location of the employee from the 
location table listing. Note ♦ Be 
sure that location code has been 
entered in the location table. 

38-48 Enter the appropriate BPA code, 

left- justified . Unused positions 
may be left blank. 

49-50 Enter ^appropriate two-digit, alpha- 
numeric code of the command to whicl 
the employee is assigned. For non- 
Army employees, if there is no of- 
ficial code, assign locally 
developed code. 

51-56 Enter appropriate six-digit, alpha- 
numeric UIC of the installation or 
activity to which the employee is 
assigned. For non-Army employees, 
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Appendix B — Continued 
Card 

Data eJ.enienl' columns Instructions 


if there is no official UIC equiva- 
lent , assign locally developed code 
Positions 2 and •! must NOT be alpha 
0 or I . 


^ N oL'c » Command codes and UIC's, combined wil:h the organi- 
zation code below j form the code to enter the organization 
table. TlKirofore, for evet'y combination of command code, UIC, 
and organization code appearing in the individual employee rec- 
ords of the omp.Loyee iiicister file, there must be a corresponding 
eivLry in the organization table. 


Tables of 67-59 

distribution 

and allowances 

(TDA ) paragraph 

number 


TDA lino 60-62 

number 


Or g an i zal: io n 6 3-68 

code 


Function 69 

designator 


Enter appropriate two- or three- 
digit, alphanumeric peiragraph num- 
ber of the TDA, left-justified , to 
which the employee is officially 
as.signed. The first two digits 
must be numeric, the third digit- 
may be aliJhanumcric oi:' Inlank. 

Enl:er cippropriate two- or threc- 
di.git , al.phanumex'ic line number' 
of the TDA, l,eft- justified , to 
which tlio employee is officiality 
assigned. Tlie first two digits 
must be numeric; the third digit 
may be alphtinumeric or blank. 

Enter appropriate six-digit , alpha- 
numeric organization code, left- 
justified, from the locally 
constructed orgcinization table list 
ing. Unused right positions may be 
left blank if shown as blank on the 
organization table listing. 


Enter one of the following codcss , 
as applicable. Leave blank for 
non-Army employees. 

1 — Military functions. 

2 — Civil functions. Corps of 
Engineers . 

3 — Civil functions, cemeterial 
expenses . 

4 — Civil functions, administration 
of Ryukyu Islands. 
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Data element 

Signature 
block code 
(DA Form 2515) 


Blank 

Processing 
sequence code 


Appendix B--Continued 
Card 

columns Instructions 


70 Enter appropriate one-digit, nu- 

meric code from the locally devel- 
oped authorized signature tabl(} 
listing, of the individual who ii: 
authorized to sign the employee! ' 

DA Form 2515 (Payroll Change Slip) 

71-79 Leave blank. 

80 Enter same digit (if not blank) iic 

entered on format N01 or other 
formats of this submission. 


e. Employee status and date card (format N14). 


Sounce . CPO (SF 52; Da Form 1052, Employee Perform- 
ance Rating; DA Form 873, Certificate of Clearance and/or 
Security Determination) . 


( 2 ) Format . 




Data element 

Card 

columns 

Instructions 


Document identi- 
fier code 

1-3 

Enter "N14." 


Social secu- 
rity account 
number 

4-12 

See Nl^ input format (a(2) 

abov(!) 

SSAN check digit 
code 

13 

See N10 input format (a(2) 

abov(! ) 

Civilian 

performance 

rating 

14 

Enter one of the following 
as applicable: 

cod (Ml, 


S' — Satisfactory 
0 — Outstanding. 

U — Unsatisfactory . 


Note . When entered, civilian per- 
formance rating code must . always 
be accompanied with date of per- 
formance rating entry. 




Appendix B — Continued 


Data element 

Date of per*- ^ 
formance rating 


Date of last 
equivalent 
step increase 


Time basis 
of employ- 
ment code 


Under- 

utilized 

code 


Card 

columns 


15-20 


21-26 


27 


Instructions 

Enter date employee received his 
present" civilian performance rat- 
ing, using six digits in month, 
and year sequence. Precede any 
single-digit month, day, or year 
with a zero. (If left blank on 
accessions, effective date will be 
entered automatically in employee 
master recor.d; at the end of 1 yeai 
the year will be increased auto- 
matically by 1 and any performano 
rating of outstanding (code 0) wi 
be changed automatically to satis 
factory (code S) . ) 

Enter date employee received his 
last equivalent increase, using si: 
digits in month, day, and year se- 
quence. Precede any single-digit: 
mon'th, day, or year with a zero. 

(If none, enter "000000"; other- 
wise, if left blank on accessions » 
within grade increase, and promo- 
tions, effective date will be en- 
tered in employee mas'ter record) . 

Enter one of the following codes , 
as applicable; 


1 — Full time. 

2 — Part time. 

3 — Intermit'tent . 


28 Enter one of the following codes , 

as applicable; 

Blank — Not enrolled in under- 
utilized program. 

U--Enrolled. 

M — Mandatory repromotion. 

N — Underutilized mandatory. 

0 — Optional repromotion. 

P — Underutilized and optional. 
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Da-tra, element 

Security 

clearance 

code 


Date of 

security 

clearance 


Type- of- 
security 
investigation 

code 


Appendix B— Continued 


Card 

columns 

29 


30-35 


36 


Instructions 

arapplicable^^ ^°ll°wing codes, 

Blank--None . 

C Confidential. 

S — Secret . 

T““Top secret. 

D ^^ypto-secrel: , 

D— Crypto-top secret, 
h— Nuclear-secret . 
f-Nuclear-top secret. 
-Nuclear-secret crypto. 

“i-ypto. 

Slearanoe^TOde^TOst ’ 
accompanied with date^of^^ • 
clearance. ^ ^ security 

and veai L! month, day, 

^^reoede 

With a zero. ’ ^ 

Enter one of thp i ^ • 

as appUaable: °ll°wing codes. 


^‘'tioJ^?PB?;? investiga- 

^'-National^*^ ^”'^®S‘tigation (BI) 
5-S^ ? °heck CNAC)! 

Order (E0r9 83? 

'inSi?y^ 

9 -F?derfrBure?r?f ^ ^ 

CFBI). ^ ^^'^^S'tigatio 

EO 10460. 

Preappointment pending. 
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Data element 


Date of 

security 

investigation 


Date probation 
began 


Leave without 
pay _ (LWOP) 
indicator 
code 


Date career- 
conditional 
service began 


Retired 
military code 


Appendix B — Continued 
Card 

columns Instructions 

Note . When entered, type-of- 
security investigation code must 
always be accompanied with date 
of security investigation. 

37-it2 Enter date security investigation 

was completed, using six digits 
in month, day, and year sequence. 
Precede any single-digit month, 
day, or year with a zero. 

43->l8 If appropriate, enter date proba- 

tionary period began, using six 
digits in month, day, and year 
sequence. Precede any single-digit 
month, day, or year with a zero. 

If not applicable, leave blank. 

49 LWOP indicator code is set auto- 

matically wheneyer suspension, 
furlough, or LWOP (in excess of 
30 days) personnel actions are 
processed, and is removed auto- 
matically when return to duty 
(RTD) actions are processed. When 
necessary, indicator may be set 
and deleted manually as follows: 

Blank — Employee is in pay status. 

1 — Employee is not in pay status . 

50-55 If appropriate, enter date career- 
conditional service began, using 
six digits in month, day, and year 
sequence. Precede any single-digit 
month, day, or year with a zero. 

If not applicable, leave blank. 

56 Enter one of the following codes, 

as applicable : 

Blank — Not applicable. 

1 - Officer — regular component. 

2- “Warrant off icer--regular 

component . 

3- -0fficer — nonregular . 
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Data element 


Pay period 

indicator 

code 


Date of entry 
on duty (EOD) 
present station 


Date EOD 
civil 
service . 


Blank 

Processing 

sequence 

code 

f • Employee 

, (1) Source, 

etc.). — 


Appendix B — Continued 


Card 

columns 


57 


58-63 


64-69 


70-79 

80 


Instructions 
i-nxisted personnel. 

’d"-’ 

digits in month, day, Ind v»fr. 

^ive aate will be entered in em- 
ployee master record* i-F ici-e-*- vi 
when duty station i?’ 
changes location code 

l-ened 

day, and year sequence. Preeedl 

year with a zero. (if ipf-t- vi,, , 
on accessions, effective. 
be entered in ^ ® will 

record. T employee master 

Leave blank. 


g^^£gss _card (format 

CPO (SF 171 ro * • 

> P 52, Disposition Form (DF) , 


B-18 



AMCR 690-4 
B-6f(2) 


Appendix B — Continued 


< 2 ) Format ♦ 

Card 


Data element 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter ’’NIS." 


Social secu- 
rity account 
number 

4-12 

See N10 input format (a(2) above). 

SSAN check 
digit code 

13 

See Nl{? input format (a(2) above). 

Street 

address 

14-37 

Enter the number and street address 
of the employee, left- justified . 

City 

address 

38-54 

Enter the present city address of 
the employee, left- j ustif ied . 

State 

address 

55-59 

Enter the state or foreign country 
address of the employee, left- 
justified. If state exceeds 5 
spaces, abbreviate. 

Zone improve- 
ment plan (ZIP) 
code 

60-64 

Enter appropriate ZIP code for 
employee's address from the US 
Postal Service Publication 65 
(National ZIP Code Directory) . 

Blank 

65-79 

Leave blank . 

Processing 
sequence code 

80 

I 
' a 
f 


g. Employee suspense dat 
(1) Source . CPO <SF 52, 



AMCR 690-4 

B-6g(2) 


Appendix B--Continued 

(2 ) Format . 


Data element 

Document identi 
fier code 


Card 

columns 

Enter 


Instructionpi 

"N16." 


Social secu- 
rity account 
number 


See N10 input format (a(2) above). 


SSAN check 
digit code 

Suspense date 
fields suspense 
code 


13 


See N10 input format (a(2) above) 


14-55 


A--Expiration of detail. 

salary retentior 

nl~p of appointment. 

D^-Expiration of position 
obligation . 

E— Expiration of LWOP/furlough/ 
suspension of more than 30 
days . 

Written repriman 
ength of service award, other 
than normal (suspense date, 

caloni Which 

H— he made). 

Statutory reten- 

T after military service 

J-Administrative pay increasi/ 
decrease due. 

K— Expiration of training 
obligation. 

N— Within grade increase DA Form 
Prepared, and effective 

P— Expiration of temporary promo- 

Q— Within grade increase due— othe 
than normal. 

R—Due date for conversion. 

T due* 

prepared with -To- 

V ?^^eer appraisal due. 

V-Periodic physical examination 
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Appendix B — Continued 
Card 

Data element ' columns Instructions 

W — Training followup due. 
Z--Mandatory retirement with due 
date. (Due date must not be 
more than 4 years from the 
current date . ) 

Suspense date Enter suspense action date in 

month, day, and year sequence. 
Precede any single-digit month, 
day, or year with a zero. 

Notes . 1. To change an existing suspense date, enter the 

suspense code as described above and the changed suspense 
date . 


2. To delete an existing suspense code and date, 
enter the suspense code as described above and insert a hyphen 
(-) in the left position of the date field. 

3. A maximum of 6 suspense actions may be entered 
at any one time although the employee master record can accomo- 
date a maximum of 9. 

Blank 56-79 Leave blank. 

Processing 80 Enter same digit (if not blank) 

sequence code as entered on format N01 or other 

formats of this submission. 

h. Employee SSAN change card (format N17) . 

(1) Source. CPO (SF 52, DF, etc.). As a new check digit 
will also be calculated, no other personnel data changes to 
the employee master record should be processed at the same time 
as the SSAN change — all master record updates following the 
SSAN change must bear the changed SSAN and the new check digit. 


B-21 



AMCR 690-4 
B-6h(2) 


Appendix E-Continued 

^ 2 ) Format . 


Data elemp.nt 


Card 

columns 


Document identi- 1-3 
fier code 


Instructions 
Enter "N17." 


Social secu- 
rity account 
number 

SSAN check 
digit code 

Social secu- 
rity account 
number 

Blank 

Processing 
sequence code 


4-12 

Enter the SSAN exactly ac -r 

13 

Entei? the SSAN check diait' 

associated with the SSAN 

14-22 

Enter the new SSAN in -f-ho 0 
manner as described Jn a^f K 
for input format N 10 . above 

23-79 

Leave blank. 

80 

Leave blank. 


transaction listing^and rejected input /invalid 
are shown as figures B-l aL^s!^ . listing 
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Appendix C 

EMPLOYEE MASTER RECORD DESCRIPTION 


C-1 General. The US' Army Materiel Command Personnel Manage- 
ment Information System (AMC PMIS) employee master record is 
the depository of personnel data pertaining to a civilian em- 
ployee. It provides all the common data incident to preparing 
computer-generated products. 


C-2. Types of master records. Four types of records are sup- 
port ed“byThe~AMC"PMTs‘’"em^^ master record file, with each^ 
type proyiding specific information about the employee and 
with each supporting specific purpose, product, and input o 
higher echelon data banks. The following is a description ot 
the categories of employees covered by each type of record, 
along with the assigned type-of-record code. 


Code Type of record 


Definition 


A 


B 


C 


D 


AMC record An employee master record for an 

employee of an AMC activity serv- 
iced by an AMC civilian personnel 
office (CPO). 

Army record An employee master record for a 

non-AMC Army employee serviced by 
an AMC CPO. 


Nonorganiza- 
tional record 


Organizational 
interest record 


An employee master record for an 
employee of a non-Army Federal 
agency serviced by an AMC CPO . 

An employee master record contain- 
ing abbreviated data on an employee 
serviced by another CPO (usually 
under a servicing agreement) . The 
AMC CPO at the parent organization 
maintains the organizational inter- 
est record. 


C-3. Mast er record data elements . The data elements stored 
in the employee master record are tabulated below. Those 
data elements (tabulated as »M") which must be provided by 
manual input or by automatic computer generation to estab- 
lish each type of record are shown-omitted or invalid manda- 
ioS Sata will cause rejection of the entire -jcord. Those 
data elements tabulated as "0" are optional ,^which , at the 
discretion of the CPO, may be provided when the record is 
established (it should be noted, as described in the follow- 
ing appendixes, that many of the optional data, elements. 
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Appendix C— Continued 




Basic record data elemeni-a 


Field descr i ption Type of record 



Type 

Length 

A 

B 

C 

D 

Agency code CPO 

X 

2 

M 

M 

0 

0 

Budget project account 
number 

X 

11 

M 

M 

0 

0 

Career program code 

N 

2 

M 

M 

M 

M 

Citizenship code 

N 

1 

M 

M 

M 

0 

City- -address 

X 

17 

0 

0 

0 

0 

Civilian performance 
rating 

A 

1 

M 

M 

0 

0 

Command code — 
personnel 

X 

2 

M 

•M 

Ml 

M 

Competitive area 
code 

X 

2 

M 

M 

M 

0 

Competitive level 
code 

N 

3 

M 

M 

M 

0 

Date ^ career-conditional 
service began 

N 

6 

0 

0 

0 

0 

Date entry on duty 
(EOD) civil service 

N 

6 

0 

0 

0 

0 

Date EOD present 
station 

N 

6 

0 

0 

0 

0 

Date entered posi- 
tion title 

N 

6 

0 

0 

0 

0 

^Construct dummy code , if 

necessary. 
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Appendix C — Continued 

Field description 



Type 

Length 

Date entered present 
grade or level 

N 

6 

Date of birth 

N 

6 

Date of last equivalent 
step increase 

N 

6 

Date of performance 
rating 

N 

6 

Date of security 
clearance 

N 

6 

Date of security 
investigation 

N 

6 

Date probation or 
trial began 

N 

6 

Duty station location 
code 

X 

9 

Education code 

N 

1 

Employee name 

X 

30 

Employee step or 
rate 

N 

2 

Employee office 
location code 

X 

9 

Federal employees 
group life insurance 
(FEGLI) code • 

N 

1 

Functional designator 

N 

1 

Functional classifi- 
cation code 

N 

2 

Grade or level 

N 

2 


Type of record 
A BCD 
O 0 0 0 

M M M M 
M M M 0 

M M M 0 

0 0 0 0 

O 0 0 0 

O 0 0 0 

M M M M 

M M M M 
M M M M 
M M M M 

M M M M 

M M M 0 

M M 0 0 

M M M M 

M M M M 
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Field description 
Type Length 

Leave without pay N -i 

(LWOP) indicator 

code 


Type of record 
A B C D 
0 0 0 0 


Nature-of-action 
(NOA) code 

NOA suffix code 

NOA effective 
date 

Occupation series 
code 

Occupation series 
code suffix 

Occupying obligated 
position code 

Organization code 

Pay basis 

Pay period indicator 
code 

Pay plan 

Pay rate determinant 
Pay table code 
Physical handicap code 
Position number 
Position occupied 
Position tenure 
Retired military code 
Retirement coverage 


N 

X 

N 

X 

X 

N 

X 

N 

X 


A 

N 

X 

N 

X 

N 

A 

N 

N 


C-4 


3 

1 

6 

5 

2 

1 

6 

2 

1 


2 

1 

2 

2 

8 

1 

1 


0 0 0 0 

0 0 0 0 
0 0 0 0 

M M M M 

M M M M 

M M M 0 

M M M M 
M M M M 
M M M 0 

M M M M 
M M M M 
M M M 0 

Mm M M 
M M M 0 
M M M M 

Mm m m 
0 0 0 0 
M M M M 


1 
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Field description Type of record 



Type 

Length 

^ ^ xr 

A 

B 

C 

D 

Salary 

N 

7 

M 

M 

M 

M 

Security clearance code 

A 

1 

0 

0 

0 

0 

Service computation 
date (SCD) 

N 

6 

M 

M 

M 

M 

SCD--reduGtion in 
force (RIF) 

N 

6 

M 

M 

M 

M 

Sex 

A 

1 

M 

M 

M 

M 

Signature block code — 

DA Form 2515 

X 

1 

M 

M 

M 

0 

Social security 
account number CSSAN) 

X 

9 

M 

M 

M 

M 

SSAN check digit 

N 

1 

M 

M 

M 

M 

Special program 
identifier 

N 

2 

M 

M 

M 

M 

State- -address 

A 

5 

0 

0 

0 

0 

Street - - addre s s 

X 

24 

0 

0 

0 

0 

Submitting officer 
number (SON) 

N 

4 

M 

M 

M 

M 

Suspense data code 

X 

1 

0 

0 

0 

0 

Suspense data date 

N 

6 

0 

0 

0 

0 

TDA (tables of 
distribution and 
allowances) line 
number 

X 

3 

0 

0 

0 

0 

TDA paragraph 
number 

X 

3 

0 

0 

0 

0 

Tenure group 

N 

1 

M 

M 

M 

M 
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Title- -personal 

Type of apointment 

Type-of- civilian 
record code 

Type of security 
investigation 

Underutilized indi- 
cator code 

Unit identification 
code (UIC) 

Veterans preference 

Work schedule 

ZIP code --address 


Field description 
Type Length 


N 

N 

A 


1 

2 

1 


X 


X 


X 

N 

N 

N 


6 

1 

1 

5 


Type of 
A B 
M M 
M M 
M M 

0 0 

0 0 

M M 

M M 
M M 
0 


recor < 
C D 
M M 
M M 
M M 

0 0 

0 0 
m2 m 

M M 
M M 


0 


0 


0 
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Loss . An NOA code and a processing action code are 
T'ccpiired tor any personnel action which results in 'the delc- 
l.'ion of an employee master record, i.e. , the? AMC CPO has lost 
ri ruirviced employee . 

e.' Changes . An NOA code only is required for any per- 
Honncl action which results in the change of an empJ.oyee nia!!— 
tor record. If not personnel act ion related , employee master 
I'ccord changes may be accomplished without an NOA code, even 
though 'thc3 change may result in the creaiiion, change, or 
clfiletion of a DA CIVPERSINS data bank record. 

d. Type— of- c i vilian record D . A process. i.ng action c;o(.lo 

only iP5 required when a type-of-civilian record D (orgcini'/.a- 
ti.oiial interest) employee master record is being created or 
(lelcslied . 


C-!i. Processing action code . The processing action code in 
used to d.i.rect the system to create or de.I.ete (never chang;e) 
ail AMC PMIS master record, and to direct 1:he system to provi.de 
injiiit, when applicable, to create, change, or delete a DA 
CIVPERSINS data bank record. It i.s important, therefore, to 
select the proper processing action code wl'iich reflocts tVie 
exact’ action to be taken. The proeesBlng action code and the 
acitions applicable to each are as follows: 


Processing 
action code 


AMC PMIS Mas 'ter DA CIVPER S INC 

Create Chang^ Delete Create Change Delete 


A X 

B X X 

D X X 


M X 

K XX 


Note. Change in appointing officer (CAO) actions and 
transfer’ actions which do not result in the creation or dele- 
tion of an AMC PMIS employee master record do no t require a 
processing action code. The system, through examination of 
the type-of-civilian record code and NOA code, will logically 
determine the action to be taken and produce input to the DA 
CIVPERSINS. 


C-6. Products and processes supported . The employee master 
record data elements which support the principal products 
or processes of AMC PMIS are tabulated belovJ. 
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iiOteS. _ . 

CM iriput card. 


c^rd*^ "" entry must be in the employee's master record file 

the employee's master record file or 


2 . 0 - An entry may be in 

input card, if applicable. ~ 

Not required for type-of«r>ecord code C. 


DEi: 

49 

31 

18 

74 

57 

50 

21 

22 

68 

72 

71 

33 

36 

7 

59 

58 

63 

65 

66 
418 

4 


3. li 


Basic personnel data 
Budget project account number 
Career program code 
Citizenship code 
City--address 

Civilian performance rating 
Command code — personnel 
Competitive area code 
Competitive level code 

Date ^ career->-conditional 

service began 
Date EOD civil service 
Date EOD present station 
^^te entered position title 

Date of birth 

equivalent 

Date of performance rating 
Date of security clearance 
Date of security 

investigation 

prob«i„„ 

“uty station location code 
Employee name 

C-8 


M 


M 

M 


M 


M 


M 


M 


O 

M 

M 


M 


0 


M 


CIV- 

PER- 

SINS 

SF- 

50 

DA 

Form 

2515 

DA 

Form 
105 2 

RfitGll- 

(; ion 

rcJiVintGr 


m 




m 





H 



nil 

M// 

M 

M 

M 

M 

M 


M 

M 

M 


M 


M 


M 
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CIV- DA DA Reten- 

PER- SF- For>ni Form tion 


DEIN 

Basic personnel data 

SINS 

50 

2515 

1052 

register 

37 

Employee step or rate 

M 

M 

M 



45 

Employing office location 
code 


M 

M 

M 


13 

Federal Employee's Group Life 
Insurance 


M 




55 

Function designator 

M// 





29 

Functional classification 
code 

M 





35 

Grade or level 

M 

M 

M 

M 

M 

67 

LWOP indicator code 






79 

NOA code 

M 

M 

M 



80 

NOA code suffix 


0 

0 



82 

NOA effective date 

M 

M 

M 



26 

Occupation series code 

M 

M 


M 

M 

27 

Occupation series code suffix 


M 


M 

M 

23 

Occupying obligated position 
code 


M 



M 

54 

Organization code 


M 

M 

M 

M 

39 

Pay basis 

M 

M 

M 



70 

Pay period indicator code 



M 



24 

Pay plan 

M 

M 

M 

M 

M 

42 

Pay rate determinant 

M 

M 

M 



41 

Pay table code 


H 

M 



12 

Physical handicap code 

M 

M 



M 

34 

Position number 


M 


H 

M 

19 

Position occupied 

M 

M 



M 

30 

Position tenure 

M// 





69 

Retired military code 


0 




14 

Retirement coverage 


M 
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CIV- 


DA 

DA 



PER- 

SF- 

Form 

Form 

DEIN 

Basic personnel data 

SINS 

5Q 

2515 

1052 

40 

Salary 

M 

N 

M 


62 

Security clearance code 





10 

SCD 

M 

M 



11 

SCD-RIF 





5 

Sex 

M 

M 

M 

M 

56 

Signature block code — 

DA Form 2515 



M 


2 

SSAN 

M 

M 

M 

M 

15 

Special program identifier 

M 

M 

H 


3 

SSAN check digit 


M 


M 

75 

State address 





73 

Street address 





47 

Subjnitting office number 

M 

M 



78 

Suspense data date 


0 

0 

0 

53 

TDA line number 





52 

TDA paragraph number 





9 

Tenure group 

M 

M 



6 

Title --personal 


M 

M 

M 

20 

Type of appointment 

M 

M 



U 

Type of civilian reoord code 

M 

M 

M 

M 

64 

Type-of- security 
investigation 





61 

Underutilized indicator code 





61 

Unit identification code 

M 

M 

M 

. M 

8 

Veterans preference 

H 

M 



60 

Work schedule 

M 

M 

0 



76 ZIP Gode-^address 


Reten- 

tion 

register 


M 


0 

M 

M 


M 

M 

M 
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Appendix D 

SYSTEM TABLES DESCRIPTION AND MAINTENANCE 

D-1. Concept . a. The US Army Materiel Command Personnel 
Management Information System (AMC PMIS) tables are designed 
to assist the local activity in maintaining its uniqueness 
within the overall AMC PMIS standard system. The tables are 
as follows: 

(1) Organization table — locally developed. 

(2) Civil service authority table — centrally developed, 
locally augmented. 

(3) Pay table(s) — locally developed. 

(4) SF 50 standard remarks table — centrally developed, 
locally augmented. 

(5) Location table — locally developed. 


(6) Position title table--locally developed. 

(7) Nature-of-action (NOA) narrative table — centrally 
developed, locally augmented. 

(8) Pay period table — locally developed. 

<9) Authorized signature table--locallV developed. 


b. AMC PMIS tables are loaded and maintained by using 
input formats peculiar to each table. 

<1) A new table is developed by coding the new table 
data on the appropriate input format with a new table entry 

code. 


(2) A complete table is changed by coding the changed 
table data on the appropriate input format and entering the 
same table entry code currently in the table,, but substitut- 
ing new narratives ((4) below). 

(3) A single entry is added to a table by coding the new 
table data using the appropriate input format and a new table 

entry code. 

(4) A single entry is changed by coding the new table 
data using the appropriate input format and entering the same 

ei?ry cede Lr?ently in the table, but eubstitutn.ng a 

new narrative. 
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(5) Deletions are accomplished by entering the table 
entry code and a dash on the appropriate input format in the 
high-order position of the data field immediately following 
the table entry code field. Exceptions are outlined in (6) 
below. 

(6) The following tables can have sections, or a single 
record deleted as follows: 

(a) Organization table . 

1. To delete an organization, enter a dash in the high- 
order position of the organization code field (pos 12). 

2_. To delete a single organization entry, enter a dash 
in the high-order position of the organizational narrative 
field (pos 19). 

(b) Pay tables . 

1. To delete one complete table, enter a dash in the 
high-order position of the pay plan field (pos 6). 

I 

2^. To delete an entry on a pay table, enter a dash in 
the high-order position of salary (1st step) field (pos 10). 

. peniod table . To delete one table, enter a dash 

in the high-order position of the 1st date (month) field 
(pos 6). 


c. Within the overall AMC PMIS, any additions, changes, 
or deletions to the tables are processed prior to any other 
processes. 


D-2. Ingiit. a. Inputs required to process additions, 
changes, and deletions to the AMC PMIS tables are as described 
in (1) through (9) below. 

table data (card fo rmat N50). The 
table data input card format is the means by 
ich additions, changes, and deletions are made to the locally 
developed, computer-stored organization table. By entering the 
command code only in the tablr Pntr.w Vow 4 -^ ^ euLexiiig tne 

^ j T:aDie entry key, and the command name 

comand name is entered into the table. By en- 
command code, unit identification code (UIG) in the 
nami nSStivf co^d/agency/installation/activity 

irin^Sef in?o installation/activity name 

to the table. By entering the command code, UIC, 
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and one to six organization code characters in the table entry 
key, and the specific organization title narrative, the organ- 
ization title narrative is entered into the table. The organ- 
ization table consists of a command name, a command/agency/ 
installation/activity name^ and a detailed stand-alone title 
narrative for each organization segment identified with the 
command/ agency/ installation/activity. 

Ca) Source . CPO or force development (tables of distri- 
bution and allowances (TDA) or modification table of distribu- 
tion and allowances (MTDA)). . 

(b) Format. 


1 . To add or change a 
ity name or to delete all 
lat ion/ activity. 

, command/ agency/ installation/ act iv- 
entries for a command/agency/ instal- 

Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "N50." 

Command code 

4-5 

Enter the command code . 

Unit, identifi- 
cation code 

6-11 

Enter UIC ; leave blank if command 
name narrative only is to be 
entered. 

Organization 

code 

12-17 

To delete a complete organization, 
enter dash (-) in card column 12; 
otherwise, leave blank. 

Trailer number 

18 

Enter "1" only. 

Organization 

narrative 

19-80 

Enter command/ agency/ installation/ 
activity name narrative exactly as 
it is to appear on personnel docu- 


ments and reports. 

Notes. 1. The name must not exceed 62 characters --trailer 
number 2 is not to be entered, 

2. To delete a command name entry, enter the 
command code in the table entry key, a "1" in trailer number, 
and a dash <-) in card column 19. 

Office symbol Applicable to trailer number 2 

only--leave blank. 
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Appendix D--Continued, 

2. To add 5 change, or delete an organization name 


narrative . 



Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter ''N50." 

Command code 

4-5 

Enter the command code . 

Unit identifi- 
cation code 

6-11 

Enter UIC. * 

Organization 

code 

12-17 

Enter one- to six-digit alpha- 
numeric code, left- justified (blank 


fill). Codes will be constructed 
as follows : 


1. Allowable characters are *'A" 
through "Z" and "0" through "9." 

2. For each organization title 
(see organization narrative, below) 
assign a unique organization code, 
one to six characters in length. 

3. The first character will denote 
the first level below the command 
code/UIC (e.g., directorate). A 
first position entry is required. 

second character will denote 
the second level below the command 
code/UIC (e.g., division). A com- 
bination first and second position 
entry is required. The third char- 
acter will denote the third level 
below the command code/UIC (e.g., 
branch) , A combination first , 
second, and third position entry 
is required. The fourth character 
will denote the fourth level (e.g. ^ 
section). This and the fifth and 
sixth position entries are not re- 
quired by the system, but may be 
used at local option. The fifth 
character will denote the fifth 
level (e.g., unit). The sixth 
character will denote the sixth 
level (e.g., subunit). 
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Card 

Data element: columns Instructions 

4. The required entries must have 
all unused, low-order positions 
blank; the optional entries may 
have any unused low-order positions 
filled with any legal character. 

Trailer number 18 Enter ”1" for first coding line 

and "2" for second coding line, 
even if second line is all spaces. 
Note . For trailer number 2 , be 
sure to enter DIG command code, 
and organization code. 


Organization 

narrative 

Trailer num- 19-80 

ber 1 

Trailer num- 19-71 

ber 2 


Office symbol 72-80 

(trailer number 
2 only ) 


Enter organization title narrative, 
in total, exactly as it is to 
appear on documents and reports- 
(e.g., if branch level, also in- 
clude directorate and division 
titles, in full or abbreviated). 

If narrative exceeds card column 
80 of trailer number 1, continue 
on position 19 of trailer number 2 
as if it were a continuation of 
trailer number 1; however, if nar- 
rative exceeds card column 30 of 
trailer number 2 , break word or 
hyphenate on or before card column 
30 and enter rejnaining portion of 
narrative beginning in card column 
31, but not exceeding card column 
71. To delete a single organiza- 
tion name entry, enter command code, 
UIC, and organization code 1 in 
trailer number, and dash .(-) in 
card column 19 . 

Optional. If used, enter office 
symbol in trailer number 2 , left- 
justified. Do not enter in _ 
trailer number 1, even if this 
field is not used for the organi- 
zation narrative. 


(2) Civil servic e authority table data (card format N51)_. 
The civil service authority table data input card tormat is 
the means by which additions, changes, and deletions are made 
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to the centrally developed, locally augmented, computer-stored 
civil service authority table (fig D-1). By entering the auth- 
ority code on the table entry key field, plus the authority 
narrative, the civil service authority is entered into the table. 
The table is used to complete item 14 of Standard Form (SF) 5 0 
(Notification of Personnel Action). 

(a) Source . CPO (FPM 296-31 or other official authoriza- 
tion document). 

(b) Format. 


Card 

Data element columns Instructions 

Document identi- 1-3 Enter "N51." 

fier code 


Civil service 4-5 

code 


Civil service 6-53 

authority 

narrative 


54-80 


Enter the assigned two-character 
alphanumeric authority code appli- 
cable to the authority narrative. 

(a) For centrally developed 
entries, enter alphabetic code 
as shown in figure D-1. 

(b) ^ For locally developed entrie.s, 
assign and enter numeric (00 
through 99) code. 


— iu care column b, enter 
new or changed civil service author- 
ity narrative. Spaces, decimal 
points, and punctuation must be 
entered. Continue, if necessary, 
in card columns 30 through 53; 
always break word on or prior to 
card column 29 and begin next word 
on card column 30. To delete a 
civil service authority narrative 
and code, enter the code of the 
narrative to be deleted in card 
columns 4 and 5 and enter a dash 
in card column 6. 


Leave blank. 
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^3) Pay table data (card format N52) . The pay. table data 
input card format is the means by which additions , changes , 
and deletions are made to be locally developed, computer-stored 
pay tables. By entering a locally assigned pay table code, 
the appropriate pay plan code, and the grade or level in the 
table entry key fields, plus the pay rate data for the succes- 
sive steps within each grade or level, the pay data are en- 
tered into the table(s). 

(a) Source ■ CPO (various pay schedule authorizations). 

( b ) Format . 


Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "N52." 


Pay table 
code 

4-5 

Enter locally assigned two-digit 
numeric code (01 through 98) to 
reflect correct pay table. Note. 
Code "99" is reserved as input to 
the employee master record only to 
denote "no pay table applicable." 

Pay plan code 

6-7 

Enter appropriate two-character 
alphabetic pay plan code. 

Grade or level 

8-9 

Enter appropriate two-digit grade 
or level. If grade or level is 
"00," pay table code in employee 
master record must be "99" and pay 
table entry IS NOT to be made. 

Salary 

(10-79) 

Enter salaries or pay rates appli- 
cable to the specific grade or 


level. All salary or pay rate 
entries will be coded to dollars 
and cents, right- justified , with 
decimal point assumed, and any 
unused high— order positions zero- 
filled. Unused low-order salary 
or pay rate fields must be left 
blank. 

10-16 1st step. 

17-23 2d step. 


D-7 



AMCR 690-4 
D-2a(3) (b) 


Data elemeni: 


Appendix D--Continued 
Card 

columns Instructions 


Blank 


24-30 

3d step. 

31-37 

4th step. 

38-44 

5th step. 

45-51 

6th step. 

52-58 

7th step.. 

59-65 

8th step. 

66-72 

9th step. 

73-79 

10th step. 

80 

Leave blank. 


Notes , 


the above instructions (dupliSatine table, follow 

code, pay plan, and sradror pay table 

IS being changed). table entry j^ey table 


appropriate p^y tablS SoL'anrjilert'J'dIS' 


enter the 
in card col- 


d . 


table code, pay plan^ line entry, enter the pay 

in card ooluSn 10 ’ ® “==tt a dash (-) 

SP^SO sta n :i.<r ° format N53) . The 

which additions, changes and d«=.i format is the means by 

trally developed (fig D-2) lnr>;ii? made to the cen- 

stored SF 50 Standard L2rks table . °0"iputer- 

code in the table entry kev ®^tering the remarks 

Ca maximum of 2 lines in length)^ narrative 
tered into the table. The standard remarks are en- 

and.32 of the SF 50. Provi^f^i i* to. complete items 30 

data into the standard remark? niS insert variable 

words, salary, and SncrSL . "^’^bers , 

CPO C?PM is^'29Kn''aid®DrS?^sr'^*'’ 
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Data element 

Document identi- 
fier code 

SF — remarks code 

Trailer number 


Remarks 

narrative 
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Card 

columns Instructions 


1-3 Enter "N53,’' 


4-5 


6 


7-80 


Enter assigned two -character 
alphabetic remarks code from fig- 
ure D-2 or, for augmentations, as 
developed locally for the remarks 
narrative . 


Enter trailer number 1 for first 
line of remarks narrative (74 
characters). Enter "2” only if 
second line of remarks narrative 
is required. No more than two 
lines of narrative are permitted. 


Enter standard remarks narrative 
from figure D-2 or, for augmenta- 
tions, as developed locally. If 
remarks exceed one line (74 char- 
acters) break word or phrase on 
or before card column 80 and begin 
new word in "card column 7 of the 
next line (be sure to enter DIG, 
remarks code, and trailer number 
2 for the second line). Provision 
for insertions is entered as 
follows : 

Coding 

Insert in narrative 

Date *Dbbbbbb 


Number 
Words 
Salary 
Agency code 


•*Nbbbbbb 

*Wbbbbbb 

*$bbbbbbb 

*A 


(•'b" is the number of spaces to 
allow in addition to the insert 
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Card 

Data element columns Instructions 

code and exclusive of any required 
spaces before or after the insert.) 

Notes ♦ 1. Codes AA, AB, AC, AD, and AE (fig D-2) are not 

standard remarks table entries; they are the means by which 
data are entered in lines A, B, and C of item 30, SF 50. Code 
AF is reserved for entering the date of appointment affidavit 
in item 31, SF 50. 

2 . Code CB is reserved for a locally coded and 
entered standard remark to show in item 32, SF 50, the name 
and location (not exceeding 37 characters) of the office 
maintaining personnel folder (if different from the employing 
office ) . 

(5) Location table data (card format N54) . The location 
table data input card format is the means by which additions, 
changes, and deletions are made to the locally developed, 
computer-stored table of employing office and duty station 
location codes and narratives. By entering a GSA (General 
Services Administration) location code, plus the city and State 
(or country) from the GSA publication "Geographical Location 
Codes" (FSN 7610-926-9078) and the ZIP code from POD Publica- 
tion 65, "National ZIP Code Directory," the required location 
data are entered into the table. 

Source ♦ CPO (GSA Publication "Geographical Location 
Codes," and POD Publication 65 "National ZIP Code Directory." 


(b) Format. 



Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "N54." 

GSA location 
code 

4-12 

Enter appropriate GSA location 
code, omitting hyphens (-). 

Blank 

13-14 

Leave blank. 

City 

15-34 

Enter name of city or place, 
left- justified. 
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D-2a(5) (b) 


Appendix D — Continued 


Data element 


State 


ZIP code 
Blank 


Card 

columns Instructions 

35-39 Enter name of State (or country) , 
reduced to a maximum 5 -character 
abbreviation, if necessary; left- 
justified . 


40-44 Enter 5-digit ZIP code. 

45-80 Leave blank. 


Notes . 1. To change an entry, enter the existing loca- 
tion code, plus the changed and unchanged city. State, and 
ZIP code data. 


2. To delete an entry, enter the location code 
of the location and insert a dash (-) in position 15. 

_C6) Position title table data (card format N55) . The 
position title table data input card format is the means by 
which additions, changes, and deletions are made to the 
locally developed, computer-stored table of position title 
codes and narratives. By entering an occupation series code 
and within each occupation series an occupation series code 
suffix, plus the full and abbreviated position title narra- 
tives, the required position title data are entered into the 
table. Position title table entries are required for employees 
serviced, and for employees of organizational interest serv- 
iced by another CPO, 


(a) Source. 

CPO (DA 

Form 374, Job Description). 

(b) Format. 



Data element 

Card 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "N55." 

Occupation series 
code 

4-8 

Enter occupation series code, 
right-justified , and with unused 


high-order positions zero-filled. 
For occupation series code 1301, 
point breakout, omit the decimal 
point; for mixed wage grade posi- 
tion insert the "X" in the high- 
order position. 
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Data element 

Occupation 
series code 
suffix 


Position 

title 


Appendix 

Card 

coluiiiii G 




I n;; l r-ti* • i i < «)i:. 


9-10 


11- r, 9 


Abbreviated 

position 

title 


60 - no 


J'or o.n-h .... 

^*^ **^^ orf ujMr i:j»n j 

<1 locMlIy .r ;s i I < j ^'^1:0) 

soil IX (ni-'i't, AA -;::: ). 

I'*"''*' ' I*'''-'' !'•!• ? i M.. naru'i 

H'c.ik word ,,,,d lividM iMf ,■ M,, or 

'••H'd ooh,„n, .11, oi.d rnll- 

J'li j or .iltlirevi.i I ,.d p, i , i,o, , : , ! 
""■"T. i-.i.uKl.ird ..h), .M-i o ; 
uver iioii!ii|,),.. ■ 


tion~ 5 iff 6 s oodp^anr‘i'’“Ml:F-'"' '''"''V. 

narrativas ' I- i'!;,', 



necessary afSf By -n ' • , 

-t KOA <'» .'A'i',:; .. . . 

■tive, the st^r,a-. 1 ^ NOA 00,1.1 dillnr- 

noa narratives!'' '■“’I'’ ''»*«> and 
PMIS)!’ ®2M££e. CPO (PPM suppi, 2g 



AMCR 690-A 
D-2a(7) (b) 



App(;?ndix 

D--Continuecl 

(b) Fc^rma l: . 



Data i?,lome?nt 

Car'd 

coi.uiiins 

Instructi.ons 

Documeni: ide:'.ni; i.- 
fi.ejr code? 

1-3 

Ente?r "NHG . " 

Naturt?-of- 
acti.e.)!? ('.tide 

4-(i 

Enter three-digit, numeric NOA 
code? from figure D-3 or, for aug- 
me?ni:ation, as de?veloped and 
assigned i.ocally for the unused 


NatuT'e -of" 
action eo(i(,> 

RuJff ix 

and aBEsigncd locally. (No'l;o, 

Sn:( fix codes are used only when 
l;wo OP mope, nappativcs arc?. aa~ 
sooiatcjd with the same? NOA code.) 

fhiffix cjoden 1 and 2 arc? roscjrved, 
as follows: 

1--N0A nappativc, item 12 of SF SO 
wiJ.l be? left blank. 

2~“SF HO will not be printed, but 
all other r;!yste?rn proe;;e?ssoB will 
be ac(;:ompli.shed , 


00 0 s(?r;ies. 


llntei' one~characte?r , alphabetic 
suffix code from figure D-3, or 
fen' augmentation, as dove '.loped 




Bi.ank 


■8-0 I it ? a VC* blank. 


Nature?- of 
act ion 
narrat i ve 


10-01. Eirter standard NOA narrati.ve from 
figure D-3 or, for augmentation, 
as developed loc?ally. If the nar- 
rative exceeds card column 28, 
break word or hyphenate? on or bcj- 
fore card column 28, and continue 
on card column 29. Provision for 
insertions of date or agciiioy code 
is entered as follows : 


Insert 

Date 

Agency code 


Coding 
in narrati.ve 

*Dbbbbbb 

*A 
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Appendix D — Continued 


Data element 


Card 

columns 


Blank 


62-80 


Instructions 

("b" is the number of spaces to 
allow in addition to the insert 
code, exclusive of spaces befor 
and after the date. ) 

Leave blank. 


.Pay period table data (card format N57). The oav 

format IS the means by which^a. 
ditions, changes, and deletions are made to the locallv dov, 
oped, computer-stored table(s) of pay period bL.inninJ dfS 
y entering a pay period indicator code appropriate to 
pay period poup represented by employees serviced th^CI 

Monl; AM)®'plus be^ginning Sunday'^AM^^'^ 

entered into the • J^eginning date data are 

pay period indicator c^de entered®i?;"thr“f^f ' 

ord with an appropriate effect. m employee master rec 

actions (e.g.fwiEhin!grLe Sc^ea^K ” 

(a) Source . CPO. 

(b) Format. 


Data element 

document identi- 
fier code 

Pay period 
indicator code 


Trailer number 


Beginning dates 
future pay 


Card 

columns 


Instructions 


Enter "NS 7." 


a?nhr assigned, one-digi 

A-Z) app: 

L.f. ® '•^be pay period beginni: 

data group. 

ber^n^q^ appropriate trailer nui 
numbei'i e beginning with trailei 

SStor'codJ.^'^" P"" 

of^3fi dates for a miniii 

Dav nor>' of 5 2 future' 

six-digits in : 

precede year sequence; ar 

precede any singU-digi? month, ; 
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Appendix D — Continued 


Data element 


Card 

columns 


Notes. 1. 


Instructions 

day, or year with a zero. Leavet 
blank any unused right-most datre 
fields . 

A single line or portion of a pay period^ 

tablStSTnot be changed. An entire 36 to ^ 
ffinnine date data array must be submitted. All of the exist 
ing date data are deleted and replaced by the newly submitted 

data . 

2. To delete a single entire table (i.e., all en 
tries for a pay period indicator code), 

pay period indicator code, and insert a dash (-) m card ol 
umn 6 . 

(q) Authorized signature table dat a (card format N5 8 ) 

The autho ?izeg signatuSe tabie I npot card tormat Is the 
S w^ch additions, changes, and ■S^i^tione are made to the 
incallv developed, computer-stored table of the name ana ro.'ca.e, 
pirLnni^Lrized So authenticate official personnel do ou- 
™en?r Bv Entering a locally assigned signature block code , 

Tlfs ihe'Lmf Ind ?itle, theW and title of 

c-io-mtorv authority is entered into the table. The tabi 

S?uc“?ed to relaL a signature block code in the employee 

SrLr?!??; ?o i:iri^t-J-in-^frirnat;^^ ?Suren??cifISn, 

block of personnel action documents. 

(a) Source . CPO. 


(b) Format . 


Card 

Data element columns 


Document identi 
fier code 

Signature 
block code 


Name of 

horized 

son 


Instructions 


Enter ’'N58.” 


Enter locally assigned, one-d3-g^ 

numeric code (l-’G) referenced 
the signature block name and t: a- 
(below) . 

Enter the name of the person 
thorized to sign personnel dociiJ- 
ments, left-justified. 
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AMCR 690-4 
D- 3b ( 1 ) 

Appendix D- -Continued 
^’oy*n\at ♦ See figure D-Ii. 

^2) PispoBition . The portion of the tables listing 
affected by addi Lions > changes, and deletions may be retained 
or destroyed at local option upon receip t of an updatcid tal>l e 
listing. 
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Appendix D--Continued 


AMC PM 


Code 

CSC authority 

Related NOA's 

AA 

CS Register 

100, 101 , 108, 110, 117, 500, 
508, 510, 517, 520 

AB 

CSC Rec Auth 
Direct Hire 

100, 101 , 110 , 117, 500, 510, 
520 

AC 

Reg 316.302(b) 

108, 113, 508, 523 

AD 

Reg 316.302(c) 

108, 508 

AE 

Reg 316.201 

112, 113, 522, 523 

AF 

Reg 316.201 

Spec Rec Auth 

112 , 522 

AG 

Reg 316.402(a) 

113, 118, 214, 518, 523, 614 

AH 

Reg 316.402(a) 
Outside Register 

113, 118, 518, 523 

AI 

Reg 316.402(b)(1) 

115, 119, 515, 519 

AJ 

Reg 316. 402(b)(2) 

115, 119, 515, 519 

AK 

Reg 316.402(b)(3) 

115, 119, 515, 519 

AL 

Reg 316.402(b)(4) 

115, 515 

AM 

Reg 316.402(b)(5) 

115, 119, 515, 519 

AN 

Reg 316.701 

115, 122, 532 

AO 

Summer Roster 

117, 517 

AP 

5 use 3104 

100, 115, SOI, 515 

AQ 

AR 

Reg 315.401 

Reg 315.401 

CS Register 

115, 140, 141, 515, 540, 541 
140, 141, 540, 541 

AS 

AT 

Reg 301.202 

Reg 301.203 

Figure D- 1 . civil 

120, 121, 124, 530, 531, 534 

120, 121 , 124, 530, 531, 534 
service authority table. 
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Appendix D- -Continued 


Code 

CSC authority 


Related 

NO A* 

AU 

Reg 316.601 

122 , 

532 



AV 

gSC Rule 3.2 

122 , 

53 2 



AW 

Reg 315 . 604 

122 , 

532 , 

540 , 

541 

AX 

Reg 316.501 

123 




AY 

5 use 33n4(c) 

130 , 

14 0, 

540 


AZ 

EO 11171 

130 , 

131, 

540 , 

541 

BA 

Reg 315.501 

130 , 

131 



BB 

Reg 315.501 

CS Register 

130, 

131 



BC 

Reg 315.601 

140 , 

I'll, 

540 , 

541 

BD 

Reg 315.603(a)(1) 

14 0 , 

141, 

540, 

541 

BE 

Reg 315.603(a)(2) 

14 0 , 

141, 

540 , 

541 

BF 

EO 10826 

140, 

141, 

540, 

541 

BG 

EO 9712 

140, 

141, 

54 0 , 

541 

BH 

Reg 330.201 

140, 

141, 

540 , 

541 

BI 

Part 353, CSC Rag 

160, 

:i.6i 



BJ 

5 use 3551 

160 , 

181 



BK 

Reg 352,204 

161 ■ 




BL 

Reg 352.310 

161 




BM 

Reg 352.507 

161, 

561 



BN 

Sec 652(d), FA ACT 

161, 

561 



BO 

CSC Rule 8.3 

170, 

171, 

172, 

17 3, 



553, 

651, 

702 , 

715 , 

BP 

Reg 307.106 

176 , 

702 , 

721 


BQ 

Reg 307.103 

176, 

576 




Figure D> 

-1 — Continued 



552 , 
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Code 


Appendix D— Continued 
CSC authority Related NOA ' s 


BR 

5 use 7532 

BS 

EO 11202 

BT 

Reg 315 . 701 

BU 

Reg 315.701(c) 

BV 

Reg 315.702 

BW 

Reg 315.703 

BX 

Reg 315.703(a) 

BY 

Reg 315.703(b) 

BZ 

Reg 305, 510(c) 

CA 

Reg 315.202 

CB 

Reg 335.102 

CC 

Reg 335.102 

CS Register 

CD 

Reg 305.505 

CE 

Reg 351.603 

CF 

Reg 316'. 702 

CH 

Reg 316.402(b)(7) 

CJ 

Sch A 213.3l02(v) 

CK 

Sch A 2l3.3102(w) 


365, 830 
501, 511 
501, 511 
501 

501, 511 
501, 511 
501 

501, 511 
501 
602 

702, 713 , 715 , 7 21 
702, 715, 721 

702, 713, 715, 721 

712, 720 

891 

115, 515 
171, 571 
171, 571 


Figure D-l._Continued 
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Appendix D- -Continued 
Standard Form SO Standard Remarks Tabl e . 

*D = Date (0 digits) = $99,999.99 (10 digits) 

*N = Numeric (8 digits) *A = Agency code (2 digrits) 

*W = N^irratlve (8 digits) ZZ = Remark code repeater for 

multiple remark lniserl:ionP> 

cl . Access ions . 

Code Explanation 

AA When coded, ’’X" and submitted date will be entered 

in block 30A. 

AB When coded, "X" and the word "completed" wilil. be 

entered In block 3()A. 

AC Wlien coded, "X" and submitted date of service coun't — 

ing towcird career tenure will be entered in block 
BOB. 

AD When coded, "X" and submitted dcite on whi.ch em- 

ployee met requirements for career tenure will be 
p-.tered. This remark will not be submitted w.itli- 
vnrt an AC remark. 

AK When coded, "X" wil.l. be entered in block 30C. 

AF When coded, Bubmitted date of cippointment ai'fadavit 

will be entered in block 31. 

AG In accordance with ii U£>C 3323(b), you may be 

separated at the will of the appointing officer. 

AH Intermittent employment totaled *N days in a pay 

status . 

AI Intermittent employment totaled *N days in- a pciy 

statiui from *D to ‘*D. 

AJ Special Government employee. 

AK On nonpay status in *A. 

AL On part-time employment in *A. 

AM On intermittent employment in *A. 


Figure D-2. SF 50 standard remarks table. 
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Code 

BG 

BH 

BI 

BJ 

BK 

BL 

BN 

BO 

DP 

BQ 

BR 

BS 

BT 

BU 

BV 

BW 

BX 

BY 


Appendix D--Continued 
Explanation 

Pay nate iixed to include rate increase due on 
the same date. 

Employee acquired competitive status upon 
appointment . 

Employee acquired competitive status upon 
conversion. 

Employee meets all requirements for conversion 
under. the cited authority. 

You wil], be in Group II for RIF purposes as long 
as you are in this position and the former incum- 
bent has reemployment rights. 

Total work under this appointment must not exceed 
700 hours. 

Employee does not acquire a competitive status 
under this appointment. 

Will complete 90-day qualifying period for leave 
purpOBos on *]>. 

SF 05 (Data for Nonsenaitive or Noncritica], Sensi- 
tive Position) not submitted as previous d.nvesti- 
gation is still valid, 

SF 06 (Security Investigation Data for Sensitive 
Position) not submitted as previous investigation 
is still valid. 

Oversea returnee--career program. 

Oversea returnee — reemployment rights. 

Oversea returnee — personal application. 

Action cleared DOD stopper list *D. 

Action cleared DOD PPG number *N, 

DA civilian career referral number *N. 

Command 'civilian career referral number *N. 

Occupancy of this position limited to return of 
former incumbent approximately *D. 

Figure D-2 — Continued 
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BZ 

CA 

C8 

CC 


CD 

CE 

CF 

CG 

CH 

Cl 

CJ 

CK 

CL 

CM 

b 

Code 

AH 

AI 


Appendix D — Continued 
Explanation 

Occupancy of this position is limited to the re- 
turn of ^ previous incumbent having reemploymenl" 
rights under 10 USC 1586. 

Exercised reemployment rights under Reg 352.204. 

When coded , the 37-character name and location 
be entered ” 100 ^ 3 "!"® will 

because of 

500, chapter CPK 

Eligible for non-foreign differential . 

Ineligible for non-foreign differential. 

activUy^'' ®PP°i"tment is limited to this 

career-oonditioMl^mployee^"*’'’^ by career or 

forfperiod of^S^mfOThs!" ^5®® 

Requisition *N. 

Work schedule *'«W. 

Pey rate determinant *W. 

Special program identifier- 
Retired Military *w. 

Changes a 

Explanati nr. 

pay statis?^ e>"Ployment totaled *n days in a 

Intermittent emrii 

pay status from in a 


figure D-2— por^ 4 .- 

^ Continued 
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Code 

AT 

AU 

DA 

DB 

DC 

DE 

DF 

BK 

DM 

I) I 

DJ 

BE 

BF 

BG 

BB 

BC 

DK 

DLi 

DM 
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Appendix D — Continued 
Explanat ion 

Elected not to enroll for health benefits. 

Canceled health benefits. 

At employee's request. 

Result of position survey. 

Change in classification standards. 

From temporary promotion. 

Successor position — employee retained in the 
competitive service. 

You will be in Group II for RIF purposes as long 
as you are in this position and the former incumbent 
has reemployment rights. 

Removes indefinite limitations placed on original 
action. 

Satisfactory performance rating--salary retained; 
otherwise, pay would be WGI rate *$ would 
accrue *D. 

Expiration of salary retention period. 

Previously employed at *W*W (enter pay plan, grade, 
rate ) . 

Pay rate is subject to retroactive upward adjust- 
ment upon verification of prior service. 

Pay rate shown was fixed to include rate increase 
due on the same date. 

Pay rate authorized under Reg 531, 305--supervisors 
wage system employees paid *$. pa. 

Special rate under 5 USC 5303. 

Nonpay time totaled *N workdays. 

Paid under Ch 81, 5 USC from *D through *D. 

This action taken in lieu of canceled separations . 

Figure D-2 — Continued 
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Appendix D--Continued 
Explanati on 

classification «or'l( 

Position review, change in classification ritcind 
Merit promotion announcement number *N. 

Exception to merit promotion program. 

eption to DA civilian career program. 

Exception to command civilian career program. 
Exception to local civilian ^career program. 

DA civilian career referral number 
Command civilian career referral number 
Local civilian career referral number 
Action cleared DOD stopper list 
Action Cleared DOD, Ppc number 
Exception to non 

«3.e Change due to .anriage. 

due to divorce. 

Hame change due te 

aua to court order. 


immediate 

visable in is deemed 

Segar^tio^. ® under AR 69 0-1 

Nonpay tim ESEiaation 

‘'“'’Ways. ^ !^acorded on sp go + ^ 

^0 totals 

^"E^“y-nt totaled ,, . 

'* 'iays in pay 

“-^-Continued 
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Code 

FB 

AI 

FC 

FD 

FE 

FF 

FG 

FH 

FI 

FJ 

FK 

FL 

FM 

FN 

FO 

FP 

FQ 


AMCR 690 - ^ 

Appendix D-- Continued 
Explanation 

Intermittent employment totaled days in a 
work status. 

Intermittent empn.oyment totaled *N days in ci 
pay stcitus from *D to *D. 

Entitled to severance pay fund to be paid at 
rate of per week over *N weeks beginning *D . 

Severance -pay to be recomputed by *A. 

Severance pay paymc3nts to be resumed by *A. 

Not entitled to severance pay. 

Refused extension of appointment RIF notice 
dated *D ; displacemont notice position 

abolished . 

Retirement effected due to having met age and 
service requd.rements . 

Employoo gave no reason for resigning; no other 
information available. 

No other work available. 

RIF notice issued to employee. 

Wiien coded, employee address from jiiaster record 
will be printed. ( Note . Do not c'bde for separa- 
tion notions. ) 

SF 8 (Noticje to Federal Employee about Unemploy- 
ment Compensation) issued to employee *D. 

Resigned while action pending to separate for 
security reasons under 5 USC 7532. 

Serving under *W appointment. No reemployment 
rights. 

Lump-sum payment for annual leave is being made. 

Lump-sum payment for annual leave is not being 
made. 

Figure D-2 — Continued 
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' annual leave to credit 


appointment. Upon honorable 

■ < vith duty and upon com- 

• S ° f ^°nditions prescribed for 

rights, you wij ‘I br 
ireffiT!r*r Pr°''l‘a®d by law and/o, 

Kecr;;ori--To remain 'at home, 
i'irason— To return to school. 

Reason-Ill health. 

. '..is on--MatgPj-j£.^y _ 

Kc.aso„..„„3ba„d is being transferred 
■'"-“•'0"-To join husband. 

• u..cn-Entering active military duty. 

■auason-Moving out of city. 

.':<:ason-To be married. 

;::: r”" ■“ “•••• 

agency. Posttron with other Federal 


Season— To accent m • . 

“P’«rament agency. “ith non-Pederal 
Season — WorViv.,. 

conditions. 

Season-Transportatio .. 

portation difficun . . 

^^ea8on--.Dissaf jt- 

dissatisfied wits o 

Poaeon-unabie to ^''•'^'’vision . 

to work shin- 

eason— Dlssatisfio with ^^*"^<1 or offered. 

*«8on-Per8o„ai, "“^^^enment, 

“'^-Continued 
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C ode 

QV 

QW 

QX 

QY 

q?, 

Id-l 

Rl) 

RC 

RB 

RA 

RF 

RS 

SA 

SB 


SC 


SO 


SE 

SF 


SG 

SH 

SJ 

SK 

SL 


A lyp e nd i x D — Coni: ;i. n u e d 
Ex pi ana l::!, on 

Rear;ion-~i:iiiployeo Rave no reaBon. No otlien infor>~ 
mat: ;i.o n a va ;i. .1 b ;i.c; . 

RcjaMon — Not enongli pay/.h i.Rhirr salary . 

Reaoon — Not cnonKb ppomot:i.ona:i. o}>portuni:Lt;i.es . 
Reruu)!!' — Iiaek. ol ‘iob (U!cim.li:y . 

Reanon- ~l):i,sor’;i.m.i.n<;rl;:i,OM ])ooaii!io of *W . 

0pi:.i.onal (d;i.f!cont ilnuocl cuiT'vice ) . 

Opi.'iona.l. (ia.1,n;i.inuifi (ige and nonvico). 

Opi. i.onal (ponit.i.on abolinlied) . 

Opt ional (i:.T,>:l.al r’ei;;i,rcm(!ni; ) . 

Mandai.opy . 
l):i,fial);i.!l.:i.i:y . 

BIJSC B ISO CD) (2), CSC Auth. 73-1. 

Reanoii--Ex(JCf!!r;;i.vo absence without: leave (AWOL) . 
Roaiion--Report;L,iig for dui.y Intoxica l:ed . 
Reafion--ra:i,Iure t:o pay dobtfi. 

Rea aori- - V ;i.o .la I: io n o f adin.i.n i. n 1; rai; i v e re gvi la t i on a 
where safety of Government property was e.ndangered . 

Rea8on--Vlolation of security regulations. 

Reason — Theft of Government property. 

Reason — Attempted theft of Government property. 

Re a son - - Insubord inat ion . 

ReavSon — Fraud. 

Reason--Misconduct off duty. 

Reason-^Violation of procurement regulations. 

Figure D-2--Continued 
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Appendix D — Continued 
Explanation. 


Code 


■r » f 


TA 


TC 


TE 


TF 


TG 


d. 


Code 


GA 

GB 


GC 


GD 

GE 

GF 


GG 


GH 


Reason--Sleeping on duty. 
P.eason--Inefficiency . 

Reason- -Disability. 

Reason Failure to perform official duties. 
Reason--No other work available. 

Reason- -Refused extension of appointment. 
Reason— No other job offered. 

Reason — RIF, 






Reason--Abandoned position. 

Co rrectio ns and cancellationR 

Explanation 

break in fSvicf when^emnl" avoid a 

vice when employee transferred to *A. 

ment in employee accepted appoint- 

Retroactive chanao -t- • 

of appeal to as result 

Retroactive 4. 

of appeal to age®cy!° grade as result 

Retroactive change to 

° agency corrective aotion!'^'^^*'^^ gfade as result 
Retroactive restoration after aon i 

Retroactive rcstoraf egency. 

agency. txon by oorrectivo action of 

Retroactive reston^4.- 

Eigure d- 2 rr^r, 4 .• 

^ Continued 
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Code 

GI 

GJ 

GK 

GL 

GM 


Appendix D — Continued 
Explanation 

Retroactive restoration to former grade based upon 
classification decision after appeal to CSC from 
downgrading. 

Retroactive restoration as recommended by the 
commission. 

Cancels erroneous retirement separation. 

Entitled to back pay under 5 USC 5598. 

Entitled to back pay under 5 USC 5596 — active duty 
begins *D. 


Figure D-2 — Continued 
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AMC PHIS NOA narrative table , 
a. CSC NOA codes. 


CSC NOA NOA code 
codes suffix 


Designation 


001 

002 

003 

100 

101 

107 

108 
110 
110 
112 
113 
113 
115 
115 

117 

118 

119 

120 
121 
122 

123 

124 
128 
128 
130 

130 

131 

131 

132 
140 

140 

141 
141 


J 

J 

J 


F 

M 

M 


N 

N 


REMPL AN^ 


*D - REMPL AN^ 


REMPL AN^ 


CORRECTION 
AMENDMENT 
CAREER APPT 
CAREER-COND APPT 
EMERGENCY- INDEFINITE APPT 
TERM APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT - PER 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
TEMP APPT NTE *D 
OVERSEA LTD APPT 
OVERSEA LTD APPT NTE *D 
^special TENURE) 
indefinite APPT 
OVERSEA LTD TERM APPT NTF 
LIMITED EXEC ASSIGN 

limited exec assign 
TRANSFER-CAREER 
CAREER APPT 
TRANSFER CAREER - 
CAREER-COND APPT 
MASS TRANSFER 
CAREER APPT 
REINS - CAREER 

CAREER - COND APPT 
reemployment - MIL 

reemployment 

EXC APPT 
EXC APPT NTE *D 

Pyp till ^NI^EFINITE 

vSpprMo ■ conditional 

VETERANS READJ APPT 


INDEF 


COND 


Figure D-3. 


NOA narrative table. 
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CSC NOA NOA code 
codes suffix 



214 
2 80 

2 92 
300 

3 01 
302 


30 2 K 

30 2 II 

30 2 B 

30 2 T 

30 3 

310 

311 
313 

313 P 

314 

315 

316 

317 

317 T 

317 h 

317 A 

320 

321 
32 3 

3 2 3 P 


3 2 4 
32 5 
32 6 

32 7 Q 

327 

328 

32 8 S 


3 29 
3 29 

330 

331 

332 
340 

345 

346 

350 

351 


TEMP APPT - 1 MONTH 

RTD - RIF 

RTD 

RETIREMENT - MANDATORY 
RETIREMENT - DISABILITY 
RETIREMENT 

RETIREMENT - VOLUNTARY 
RETIREMENT - RIF 
RETIREMENT - DECL RE LOG * 
RETIREMENT - POSITION ABOLISHED 
RETIREMENT - VOLUNTARY ~ MAt.TOR RIF 
RESIGNATION 

RESIGNATION - APPT IN *A 
RESIGNATION - MIL 
RESIGNATION - MIL - NO RETURN 
FROM FURLOUGH 

RESIGNATION - DECL RELOC * 
RESIGNATION - DECL ASSIGN * 
RESIGNATION - RIF 
RESIGNATION 

RESIGNATION - POSITION ABOLISHED 
RESIGNATION - RIF SITUATION 
RESIGNATION - DISPLACEMENT 
SEPARATION - TRANSFER 
SEPARATION - APPT IN *A 
SEPARATION - MIL 
.SEPARATION - MIL - NO RETURN 
FROM FURLOUGH 
SEPARATION - DECL RELOC * 

SEPARATION - DECL ASSIGN * 
SEPARATION - DISABILITY 
SEPARATION - DISQUALIFICATION 
SEPARATION 

TERMINATION - DURING PROBATION 
TERMINATION - DURING TRIAL 
PERIOD 

TERMINATION - DURING PROBATION 
TERMINATION ~ DURING TRIAL 
PERIOD 
REMOVAL 

SEPARATION - ABANDONED POSITION 

SEPARATION - MASS TRANSFER 

REDUCTION IN FORCE 

SEPARATION - INEFFICIENCY 

TERMINATION 

DEATH 

TERMINATION - DISPLACEMENT 


Figure D-3 — Continued 
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:sc NOA 
cedes 

3 52 

352 

352 

352 

352 

352 

352 

355 

355 


NOA code 
suffix 

B 

C 


s’f 


960 

470 

472 

500 

500 

501 
501 

507 

soa 

508 
510 

510 

511 
511 
515 
515 
517 

517 

518 

518 

519 

519 

520 
520 
522 

522 

523 
523 
528 
528 
531 

531 

532 
532 


U 

W 

X 


D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 

D 


Designation 

termination - DECL RELOC 
termination - DECL AS^TOm - 

termination - DISAB^L?^f “ 

termination - LAcFof WORK 

termination - LACK OF Ss 

termination - EXP OF APPT 

termination 

termination 

termination - INEFFICIENCY 

SUSPENSION WTE 

LWOP NTE *D 

furlough - RIF NTE *D 

furlough NTE ^ 

i I S ;es “ » 

r ” Spsni - 

s S A?P? 

CONV TO 

s s S P 

oZ ?i P 

C«V ?0 T^ A%^ 5 -0 

CONV TO tpmd »'<D 

limited EXEC ASSICM^r 

limited exec ASqS 

CONV TO OVERSEA^S ^ND CAO 

'"j;.” -a S s S :» „ 

c“!: s ffi ‘isi- 

(SPECIAL TENURE) AND CAO 

ire D-.^__r.__ . . 


Ksur. D-3-Conti„ued 
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CSC NOA NOA code 
codcB fiiif r ;i, X 


J>oa3.p:na(:i on 


6 Oil 

S3i| D 


!)i|0 
li'l 0 
5 ‘1 1 
iHfl 
!) !)0 
OSO 
95 2 
99 2 
993 
993 
9();i, 
9(i:i, 
9 76 
9 76 
60 2 
6,1 1| 

6 :i,»i 
6 91 

6 91 
70 2 
702 
702 
702 
702 
7:i,2 
7;i.2 
7;i,3 
719 

719 

7 20 

720 
7 21 
7 21 

721 
7 21 
721 
760 

760 

761 
769 
780 
790 
792 
794 


1 ) 

1 ) 

1 ) 

1 ) 

1 ) 

I) 

1 ) 

1 ) 

I) 

1 ) 

i: 

r 

(; 

D 

1 ) 

D 

i) 

E 

G 

F 

V 


LTD 

LTD 


CONV TO OVERSEA 
CONV TO OVERSEA 
AND CAO 

CONV TO REINS CAREER 
REINS CAREER 
RE INS -CAREER 
RE INS -CAREER 
EXC APPT 
EXC 
EXC 
EXC 
EXC 
EXC 


TERM 

TERM 


APPT 

APPT 


NTE 

NTE 


*D 

*D 


CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 

CONV 


TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 

TO 


AND CAO 
-COND 
'COND AND 


CAO 


PROMOTION 
PROMOTION 
PROMOTION 
PROMOTION 
I'ROMOTION 
CMC TO 
TO 
TO 
TO 
TO 


APPT AND CAO 
APPT - INDEFINITE 
APPT - INDEFINITE AND CAO 
APPT - CONDITIONAL 

REEMPLOYMENT AND CAO 
VETERANS READJ APPT 
VETERANS READJ APPT AND CAO 

cari;;er tenure 

TEMP APPT - 1 MONTH 
TEMP APPT - 1 MONTH AND CAO 
EXC APPT NTE *D 
':XC APPT NTE *D AND CAO 


AND CAO 
- TEMPORARY 
" INDEFINITE 
PERMANENT 


CMC 

CMC 

CMC) 

CMC 


LOWER GRADE 
LOWER GRADE 
I,.OWER GRADE 
LOWER GRADE 
LOWER GRADE 
REASSIGNMENT - RIF 
REASSIGNMENT - RIF 
REASSIGNMENT 
REASSIGNMENT 
REASSIGNMENT 
REASSIGNMENT 
REASSIGNMENT 
EXT OF TEMP APPT 
EXT OF TERM APPT 


- RIF 

- '•RIF 


AND CAO 


AND CAO 
AND CAO 


AND CAO 

- TEMPORARY 

- PERMANENT 
-• INDEFINITE 

NTE »’‘D 
NTE AD 


EXT OF EXC APPT NTE *0 
EXT OF TEMP PROMOTION 
NAME CHG FROM 
MASS CHG 

CHG IN DUTY STATION 
CHG IN AGENCY CODE 


Figure D~3--.Continued 
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CSC NOA NOA code 

codes suffix Designation 


820 

830 

852 

870 

880 

881 

882 

883 

885 

886 
891 
898 


CHG IN OCCUPATION CODE 
SUSPENSION NTE *D 
RTD 

CONTINUANCE 

CHG IN TENURE GROUP 

FEGLI CHG 

CHG IN SCD 

CHG IN VP 

CHG IN FUNC CLASS 

CHG IN PAY RT DET 

RETENTION IN STATUS QUO 

PAY SYSTEM CHG 


b. AMC PMIS NOA codes. 


AMC PMIS NOA code 
NOA codes suffix 


903 

904 

907 

908 

909 


Designation 

CHG WITHIN ORGANIZATION 

CHG IN BUD6 PROJ ACCT NO 

CHG IN TITLE 

CHG IN JOB NUMBER 

CHG IN ORGANIZATION NAME 


c. DA CIVPERSINS NOA codes. 


DA CIVPERSINS NOA code 
NOA codes suffix 


Designation 


911 

912 

913 

914 

916 

917 


918 

919 

921 

922 

923 

924 
926 


SOCIAL SECURITY ACCOUNT NUMBER 
SEX 

DATE OF BIRTH 
CITIZENSHIP 
PHYSICAL HANDICAP 
TIME BASIS OF EMPLOYMENT (DO 
NOT USE CSC CODE '•894" TO 
CORRECT OR UPDATE THIS DATA 
ELEMENT FOR CIVPERSINS) 
POSITION TENURE 
PAY PLAN 
GRADE OR LEVEL 
STEP OR RATE 
SALARY 
PAY BASIS 
COMMAND 


Figure D-3— Continued 
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da CIVPERSINS 
NOA codes 

NOA code 
s u f f ri.x 

Designation 

9 27 


UNIT IDENTIFICATION CODE 

928 


FUNCTION DESIGNATOR 

929 


CAREER PROGRAM CODE 

930. 


TYPE OF APPOINTMENT 

9 31 


SURMITTING OFFICE NUMBER 

932 


■.INTERMITTENT WHO WORKEI) ONE 
OR MORI-.: DAYS IN A SINGLE 
MONTH 

9 35 


TRANSFER OUT - CAO 


Note. (Jnlei!!! SF BO in defjirod, NOA code suffix 7 will 
be entered wit.ii al.'l, DA CIVPF.RSINS NOA codes l:o suppress SF 
50, 


Figure D-3~“Continued 
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-M 

W 

•H 


.Q 

tlJ 

H 

W 

hi 

£ 


it 

1 

P 

a> 

d 

bO 

•H 

fi-* 
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Figure D-5. AMC PMIS table listings 
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MASHATIVE TAELE LISTIK3 PRINTER FORMAT 
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AUTHORIZED SIGNATURE TABLE LISTING PRINTER FORMAT 
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Appendix E 

PREPARATION OF STANDARD FORM 50, INCLUDING EMPLOYEE 
MASTER RECORD UPDATE AND INPUTS TO DA CIVPERSINS 

E-1. Purpose . This appendix describes the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
method and procedures for producing Standard Form (SF) 50 
(Notification of Personnel Action), and input to the Depart- 
ment of the Army Civilian Personnel Information System (DA 
CIVPERSINS) resulting from personnel actions. 

E-2. Concept . The SF 50 production system . 

a. The process is initiated through the preparation of 
employee personnel action request inputs (formats N01-N04) , 
plus employee data inputs (formats N10-N17) as prescribed 
for the various categories of personnel actions (para E-5- 
E-24). The input is keypunched and subjected to edit and 
validation checks, including checks for the presence of mini- 
mum required data elements. If any of the data submitted are 
invalid or if any required data elements are omitted, the 
action is rejected and an error listing is produced. 

b. The employee master file is updated with data sub- 
mitted and with related logically developed data peculiar to 
the personnel action. In addition, the employee master 
record is automatically updated on a continuing basis under 
any of the following conditions or situations: 

(1) Nature-of-action (NOA) code and effective date sub- 
mitted are entered in NOA code and effective date. 

(2) Effective date is entered in date of last equivalent 
increases if grade or level is changed upward with no change 
in pay plan. 

(3) Effective date is entered in date entered position 
title if occupational series code or suffix is changed. 

(4) Effective date is entered in date entered present 
grade or level if pay plan or grade or level is changed. 

(5) Civilian performance rating of ”0” or ’’U" is changed 
to *'S'' when pay plan, occupational series code, occupational 
series code suffix, grade or level, or position number is 
changed; date of performance rating is not changed. 

(S) Effective date is entered in date entered on duty 
present station if duty station location code is changed. 


E-1 
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(7) If suspense code N (DA Form 2 515 (Payroll Change 
Slip), vjithin grade increase prepared) is present and suspensf 
date is not later than effective date, the master record is 
updated with the new within grade increase data, and suspense 
code H and date are deleted prior to posting the change data, 

(8) If suspense code N is present and the suspense date 
is later than the effective date, the suspense code N and date 
are deleted if the pay plan or grade are changed, 

c. Using existing master record data and submitted data, 
and interrogating the PMIS table, (organization, civil service 
authority, pay, remarks, location, position title, NOA, and 
authorized signature), the SF 50 of form and content peculiar 
to the personnel action is produced. If any DA CIVPERSIKS 
data elements or records are affected, DA CIVPERSINS punched 
card input is produced in the prescribed format and content 
and a listing is produced. 

d. The SF 50 and DA CIVPERSINS input and listing are 
reviewed for technical content and accuracy prior to authenti- 
cation and distribution. 


E-3. Input . The following input formats are identified with 
the SF 50 preparation process. Additional data input general 
purpose formats (see app B) required for the various ca'le- 
gories of personnel actions are as specified in paragraphs K-S 
through E-24. 


a. Employee NOA request (card format N01) . The employee 
NOA request input card format must be prepared in whole or in 
part for each personnel action as specified in paragraphs E-S 
through E-24, It provides transitory and system control data 
to cause the employee master record to be created, changed, 
or deleted to produce the SF 50, as required, and to produce 
the correct form and content of input to the DA CIVPERSINS. 


(1) Source . CPO (Civilian Personnel Office) 
from SF 52 (Request for Personnel Action)). 


(essentially 


(2) Format. 


Data element 


Card 

columns 


Instructions 


Document iden- 
tifier code 


1-3. Enter "N01." 


■n r, 
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Data element 

Social secu- 
rity account 
number (SSAN) 


SSAN check 
digit code 


Nature-of- 
action code 


Appendix E — Continued 

Card 

columns Instructions 

4-12 Enter employee’s SSAN omitting 

hyphens. If employee has no 
number, enter a "9" as the 
first digit, followed by the 
four-digit submitting office 
number (SON). In the remaining 
four digits , enter a locally 
assigned number maintained in 
an SSAN log. 

13 For accession actions, leave 

blank; for all other actions, 
enter the one-digit code as 
shown on the SSAN or alphabetic 
listings . 

14-16 Enter appropriate three-digit 

code from NOA table listing 
(NOA codes not listed will 
cause rejection of the person- 
nel action) . If the NOA narra- 
tive as shown on the table 
listing contains an asterisk 
(*), additional items must be 
entered, as follows: 

(a) If symbol is "*D," enter 
not-to-exceed (NTE) data in 
card columns 25 through 30. 

(b) If symbol is "*A," enter 
two-character agency code from 
table 2, chapter V-11, FPM 
Suppl. 296-31, in card columns 
50 and 51. 

(c) If symbol is prepare 

SF 50 nonstandard remarks narra- 
tive (format N04) entering an 
asterisk and the appropriate 
city and State. Note . The 
need for adding RETO, RETM, 

INT, and PT to the NOA narra- 
tive will be automatically 
determined through interroga- 
tion of the data elements; 


E-3 
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E-3a(2) 


i.)a i;<;i eleraent 


Nature-of- 
action suffix 
code 


Processing 
action code 
(PAC) 


NOA effective 
date 


NOA not-to- 
exceed date 


Card 

columns Instructions 


retired military code and time 
basis of employment code, in 
conjunction with the NOA code 
submitted . 

Enter appropriate NOA suffix, 
if shown, from NOA table list- 
ing. In addition, enter one 
of the following codes, if 
appropriate : 


18 


19-24 


25-30 


1 Suppresses NOA narrative. 

2 Suppresses SF 50 printing. 

For all actions which result 
in the creation or deletion of 
an AMC PMIS employee master 
record, enter one of the 
following codes: 


record. 

B— Create. PMIS 
record and 
CIVPERSINS 
D — Create PMIS 
record and 
CIVPERSINS 
H--Delete PMIS 
record . 

K— Delete PMIS 
record and 
CIVPERSINS 




employee master 
create DA 
record . 

employee master 
change DA 
record 

employee master 


employee master 
delete DA 
record. 


using action 

and year seiSe^o ^outh, day, 

® .a^Sit month, day, or 
year with a zero. ^r 

N?E ■'"‘luiring an 

six digits^ir» ®Pr°Priate 

leave blank. '-^erwise, 
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Data elemen.t 

Secondary NOA 
code 


For agency 
use 


DA CIVPERSINS 
suffix code 


Civil service 
authority code 


Appendix E--Continued 


Card 

columns Instructions 

31-33 If not applicable, leave blank; 

otherwise , enter appropriate 
three-digit code. 

001 — Cancellation. 

002 — Correction . 

003 — Amendment . 

34-43 For local use as desired (any 
entry here will appear in item 
2 of the SF 50) . 


44-45 Enter in response to DA 

CIVPERSINS error card and/or 
in conjunction with cancella- 
tion or correction action, 

Al--Correct accesssion. 

Cl — Correct change to command, 
unit identification code 
(UIC), duty station, or 
SON. 

SI — Correct status change — no 
command, UIC, duty station, 
or SON movement . 

AZ — Cancel accession. 

CZ — Cancel change to command, 
UIC, duty station, or SON. 
LZ — Cancel loss action. 

SZ — Cancel status change — no 

command, UIC, duty station, 
or SON movement. 
CC--Correction of error detec- 
ted locally of change to 
command, UIC, duty station, 
or SON. 

SS — Correction of error detec- 
ted locally of status 
change — no command, UIC, 
duty station, or SON 
movement . 

46-47 Enter appropriate two-character 
code from the civil service 
authority table listing. If no 
authority is required, leave 
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Data element 


Separation/ 
accession 
agency code 


Signature 
block code 


Date of 

authentication 

(SF 50) 


Gaining S0N-- 
change in 
appointing 
officer CCAO) 


Blank 

Process 

sequence 

code 


Appendix E— Continued 


' Code 
columns 


50-51 


Instructions 

blank. For nonstandard author- 
ity, leave blank, but enter 

^^■‘^hority narrative 
n bJ: 5 0 nonstandard authority 
narrative (input format N02). 

For gains or losses by transfer 
rrom or to agencies outside the 
epartJTient of the Army op if 
required by the NOA narrative 
1 u ’ "two-character, 

alphabetic agency code from 
table 2, chapter V-11, FPM 
Suppl, 296-31. 


52 


53-58 


59-62 


63-79 

80 


shown on the authorized signa- 
ture table listing will be 
printed in item 34 of the SF 50; 
otherwise, enter appropriate 
^Sil- 5 numeric code from 
authorized signature table 
listing. ^ If no signature is 
to be printed, enter dash (-). 


If left blank, the effective 
date less 4 days will be 
printed in item 34 of the SF 50: 
otherwise, enter date desired 
in six-digit month, day, and 
year sequence. 


Enter ^ SON of the gaining 
civilian personnel activity 

TP CAO actions. 

It SON IS entered, NOA code 
vcc 14-16) must be "935," 

Leave blank. 


(a) Leave blank or enter "1" 
for first order of processing, 
ir more than one action is to 
be processed during the same 
computer cycle for the same 



AMCR 690-4 
E-3a(2) 


Appendix E- -Continued 
Card 

Data element columns Instructions 


SSAN, enter "2" in all input 
formats applicable to the 
second order of processing; 
enter "3" for the next order 
of processing, etc. 

(b) If the computer detects 
an error or omission in any 
input, all inputs for the same 
SSAN, regardless of the order 
of processing, will be 
rejected. 


(c) Card column 80 is reserved 
on all personnel request and 
data inputs for processing 
sequence. 

b. SF 50 nonstandard authority narrative (card format 
N02). The SF 50 nonstandard authority narrative input card 
format must always be accompanied with an employee NOA re- 
quest card (format N01) on which the civil service authority 
code is blank. It provides a means by which an authority 
not shown on the civil service authority table listing may be 
entered and printed in item 14 of the SF 50.^ If a personnel 
action requires an authority citation and neither the code 
(format N01) nor the narrative (format N02) is prepared, item 
14 of the SF 50 will be left blank and the authority citation 
must be manually entered. If no authority citation is re- 
quired, neither the code nor the narrative is to be prepared. 

Source . CPO (essentially from SF 52), 

( 2 ) Format . 


Card 


Data element 

columns 



Instructions 

Document iden- 
tifier code 

1-3 

Enter "N02.'* 


Social secu- 
rity account 
number 

4-12 

See 

mat 

a(2) 

N01. 

above 

for input for- 

SSAN check 
digit code 

13 

See 

mat 

a(2) 

N01. 

above 

for input for- 
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-4 


Data element 

Non standard 
civil service 
C3P other 
a.uthority 
narrative 

1st line 


2d line 


Blank 

Processing 

sequence 

code 
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Card 

columns 

(14-61) 


Instructions 


14-37 

38-61 


Enter appropriate 
narrative . 


authority 




- t wi A c 




^Gquired, end word or phrase 
(or hyphenate) on or before 
r colurnn 37 and begin 2d 
narrative line in card coiln 


Leave blank. 


80 


Enter saine digit as 
on format M0i: 


entered 


BE 50 


standard The SF 50 
with an employee NOA request card accompanied 

^ rema?roJ combinf??of ‘ P^^^ides 

insertion data, may hTlnleltd t unique 

also IS the means by which entrlL 50. ^It 

Items 31 and 32 of the SF^50 Tf in 

required, SF 50 nonstandard standard remark is 

may be prepared. if both (format N04) 

are required, both formats wil^bf nonstandard remarks 
number of lines in ite^L S ^he combined 

ox rne SF 50 must not exceed 11. 

(1) Source. CPO (essentially from the SF 52). 

( 2 ) F ormat . 


Data element 

Document iden- 
tifier code 


Card 

columns 

1-3 


Instructions 
Enter "N03," 
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Data element 

Card 

columns 

Instructions 

Social secu- 
rity account 
number 

4-12 

.See a(2) above for input format 
N01. 

SSAN check 
digit code 

13 

See a(2) above for input format 
N01. 

SF 50 remarks 
fields 

14-73 

a. Enter appropriate two- 
character code from the SF 50 
standard remarks table listing. 
If more than one insert (see b 
below) is required for the same 
remark, enter "ZZ" in the sec- 
ond and third remark code fields 


b. If not required, leave 
blank; otherwise, enter standard 
remarks data inserts as follows: 

(1) If symbol is "*D" enter nu- 
merical date in month, day, and 
year sequence, left- j ustif ied . 

(2) If symbol is enter 

number, not exceeding eight 
digits, right-justified (do 
not zero-fill blank high-order 
positions ) . 

(3) If symbol is "*W," enter 
not more than any eight charac- 
ters (including spaces), left- 
justified, 

(4) If symbol is enter 

salary or rate in dollars and 
cents, omitting the dollar sign, 
comma, and decimal point, right- 
justified. Leave the high- 
order position blank, but zero- 
fill any remaining unused high- 
order positions. 

(5) If symbol is enter 

two-character agency code from 
table 2, chapter V-11, FPM 
Suppl. 296-31, left- j ustif ied . 


E-9 
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Card 

Data element columns 


Instructions 


Blank 

Processing 
sequence code 


c. A maximum of six standard 
remark entries (including inser- 
tions) can be made for any 
given personnel action. 

74-79 Leave blank. 


Enter same digit as entered 
on format N01. 


may be entered L^pSnted in listing 

of lines of printing in ItenrSf ’thf S?’5oZst“not''e5ooed 


Source. CPO (essentially from the SF 52) 
( 2 ) Format . 


Data element 

Document iden- 
tifier code 


Card 

columns 

^“3 Enter 


Instructions 
"N04. » 


Social secu- 
rity account 
number 


^ above for input format 


SSAN check 
digit code 


SF 50 non- 
standard 
remarks 


13 


14-75 


E-10 


See a(2) above for input format 

remarks 

or nhM«’ treak word 

col£ t° tard 

in card tegin next word 

Sg r* 

liL ^ f*. exceed 11 

Combined 

^ end nonstandard remarks 



AMCR 690-4 
E-3d(2) 


Appendix E — Continued 


Data element 


Card ■ 
columns 


Instructions 


Blank 

Trailer 

number 


Blank 

Processing 
sequence code 


76-77 Leave blank. 

78 For each line entry, enter 

trailer number beginning with 
1, even when standard and non- 
standard remarks are combined 
(standard remarks are always 
printed first , followed by 
non-standard remarks). 


79 Leave blank. 

80 Enter same digit as entered on 
format N01. 


E-4. . Outputs. The outputs of the SF 50 preparation system 
are a Notification of Personnel Action (SF 50), and for 
Department of the Army serviced employees, input to DA 
CIVPERSINS (cards 1 and 2, card 4, or card 5) as generally 
described in a and b below, but varying according to the type 
of personnel action, as more specifically described in para- 
graphs E-5 through E-24. 


a. Notification of personnel action . 

(1) Description . The SF 50 is the official documentation 
of an employee's status and assignment, and changes thereto 
(except payroll changes recorded on DA Form 2515). Using 
submitted, system-generated, and prior and updated employee 
master record basic personnel data, and interrogating PMIS 
tables for appropriate narratives, the SF 50 is produced as 
follows (unless NOA code suffix 2 — suppress SF 50 — is 
submitted): 

(a) Unnumbered- -For agency use. Enter SSAN check digit 
in right-most position. 

(b) Item 1 — Name. Enter employee name. Title of address 
is entered as per personal title code. 

(c) Item 2 — For agency use. Enter submitted data, if 
any, from input card format N01. 

(d) Item 3 — Birth date. Enter date of birth. 

(e) Item 4--Social security number. Enter SSAN. 
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njjpcilUXX 




5“— Veter’an prefBZ’ence. Entep vsteran 

preference. 

(g) Item 6— Tenure group. Convert and enter tenure 
group code as follows: 


If code is 
1 or 2 
3 or 4 
5 or 6 
0 


Code entered 
1 , 

2 

3 

0 


(h) 

Ci) 


Item 7 — Service computation date (SCD). Enter SCO. 
Item 8— Handicap code. Enter handicap code. 

Insurlnoe^^ESufcSJ: Employee's Group Life 

(k) Item 10“-Retirement , Enter retirement coverage code. 
Leave^blank^”^ ll--For Civil Service Commission (CSC) use. 

and d^rlyrTOA^i^r^i" as ^o^ow^: """"" 
from-NOA^nirLwCeMble"" narrative 

im-ttln MTP narrative from table ends in *D, add sub- 

mitted NTE date (input card format N01). 

narrative from table ends in ^A, add submitted 
separation/accession agency code (input card format N01) . 

"141“'' "115," "121" through 

"515'" or n^°'’ "292 ," "500" through 

"1 -..fS retired military code is 

add RETM. narrative; and if "5," 

"3,"“add^LT^™^ basis of employment code is "2," add PT; if 


E-12 



AMCR 690-4 
E-4a(l) (m)6 


Appendix E--Continued 

If secondary NOA code (input card format N01) is 
"001," "002," or "003," enter cancellation, correction or 
amendment, respectively, preceding the root narrative. 

1 _. If NOA suffix code is "1," leave NOA narrative field 
blank. 

(n) Item 13 — Effective date. Enter submitted NOA effec- 
tive date (input card format N01). 

(o) Item 14 — Civil service or other legal authority. 

Enter civil service or other legal authority as follows: 

1 . If civil service authority code is submitted (input 
card format N01) , obtain civil service authority narrative 
from table and enter. 

2 . If civil service authority narrative is submitted 
(input card format N01), enter civil service authority nar- 
rative as submitted. 

If neither of the above is submitted, leave civil 
service authority blank (except NOA code 602). 

Note. For items 15 through 19 below, the prior to up- 
date employee master record data are used to make the entries. 
For accession type actions, and for change type actions where 
there is no difference between all of the entries for items 
IS through 19 ((From) data) and items 20 through 24 ((To) 
data) , items 15 through 19 are left blank. 

(p) Item 15--Position title and number. Using occupa- 
tion series code and occupation series code suffix, obtain 
full position title from position title table and enter. 

Enter position number. 

(q) Item 16--Pay plan and occupation code. Make the 
following entries: 

1. Enter pay plan. 

2 _. Enter occupation series. If series is "13011" through 
"13019," insert decimal point between the two right -most 
digits. 

_3. If functional classification code is "00," leave 
blank; otherwise, enter functional classification code. 
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(r) Item 17--Grade or level. Enter grade or level. 
Item 17 — Step or rate. Enter step or rate. 

(s) Item 18--Salary. Make the following entries: 

1. Enter pay basis. 


2 . Enter salary. 

If pay rate determinant is "1," "2," "3 " or "4 " 
enter "S/R" below salary. ’ or 4, 

code-B suspens 

lexpiration of retained rate) date below "S/R," 

the """ employing office. Make 


tion/activU? nar*?nom°th oommand/installa- 

n/ activity name from the organization table and enter. 


_ Using command code, UIC 
tain organization narrative fron 
enter. 


and organization code, ob- 
the organization table and 


ante? separatLn°(Jooessiln^fieL^^ ''130M," "131M," or "132," 
card format N01)); otharwise.^?:^ 2? 

letters "ScMcompetitive'’lCTercodeT^ 

hand side. level code) and code in the right- 

((TOdata) »elow. the up- 

or loss type actions (includine nnno make the entries 

tr-aes for items 20 through 24 ale"S^lg"Ielt"bSr ’ ’ 

series ^oS^and°occupation occupation 

position title from the positio^t???^ . obtain full 

position number. table and enter. Enter 

following entries: ^nd occupation code. Make the 
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1. Enter pay plan. 

2 . Enter occupation series. If series is "13011" through 
"13019," insert decimal point between the two right-most 
digits. 

If functional classification code is "00," leave blank 
otherwise, enter functional classification code, 

(x) Item 22 — Grade or level. Enter grade or level. 

Item 22 — Step or rate. Enter step or rate. 

(y) Item 23--Salary. Make the following entries: 

1. Enter pay basis. 

2 _, Enter salary. 

If pay rate determinant is "1," "2," "3," or "4," 
enter "S/R." 

4. If pay rate determinant is "1," enter NTE and sus- 
pense code B (expiration of salary rentention) date. 

(z) Item 24--Name and location of employing office. 

Make the following entries: 

1. Using command code and UIC, obtain command/ installa- 
tion7activity name from organization table and enter. 

2 , Using command code, UIC, and organization code, ob- 
tain organization narrative from the organization table and 
enter. 


Using employing office location code, obtain location 
narrative and ZIP code from the location table and enter. 

4. If NOA code is "311," "320," "321," or "332," enter 
separation/accession agency code (if submitted, input card 
format N01) ; otherwise, item 24 will be left blank. 

(aa) Unnumbered space between items 24 and 25. Enter 
the letters "CLC" and code in right-hand side. 

(ab) Item 25 — Duty station. Using duty station location 
code, obtain location narrative from location table and enter. 

(ac) Item 26--Location code. Enter duty station 
location code. 
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(ad) Item 27--Appropriation. Enter budget project 
account (BPA) number. 

(ae) Item 28 — Position occupied. Enter position occupied 
code. 

(af) Item 29--Apportioned position. Leave blank. 

(ag) Item 30--Remarks. Make the following entries.: 
i’ Automatic' (system generated) remarks . 

a. _ If pay plan first character is "W" (except "WM" ) ^ com- 
pute night shift differential rates and enter remarks immedi- 
ately following item 30C. 

b. In addition, for various NOA's (para E-5-E-24) spe- 

ci 1 C personnel action-oriented automatic remarks are entered, 

-• Standard remarks (input card format N03) . 

hinoF’ submitted, enter an "X" in 

block of Item 30A and date in date field. 

ltem-30A"aM'‘"COMpi^rdatrnhd?*®’' 
blocl'of"t«1ofan3"df?:\rL?e“ “ """ “ 

.iwals r"" 

dash and date foUoMlng code AC date! ® 

itera~30c” submitted, enter an "X" in block of 

£• If code Fb is submitted, enter employee address. 

using submitted remarks^oode*and^lnse^t "a°J submitted, 

narrative from the standard L remarks 

and enter remarks. Code ZZ fniir, * insert data, 

and insert is .used to indiLte^iSrf^”® ^standard remarks code 
more than one insertion mu2 L if data when 
automatic entry of employee adL^fwhen riSrac;- 

3:^eiarks^ifiifi-|'~g~ ^ inhinllT^y card format N1^4) . 
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Note . Excluding items 30A, B, and C and CPDF entries, 
a maximum of 11 lines of remarks narrative (automatic, 
standard, or nonstandard) may be submitted. 

4 

(ah) Item 31--Date of appointment affidavit. If remarks 
code AF and date are submitted (input card format N03) , enter 
date. 

(ai) Item §'2-"-0f f ice maintaining personnel folder. If 
remarks code CB is submitted (input card format N03), obtain 
name of office maintaining personnel folder from the standard 
remarks table and enter. 

(aj) Item 33 — Employing department or agency code. 

Enter " 00 . " 

(ak) Item 34--Signature and title. Make the following 
entries : 

1. If signature block code is blank (input card format 
N01) , obtain the name and position title of the person first 
listed from the authorized signature table and enter. 

2 _. If signature block code is dash (-) (input card for- 
mat N01), leave blank. 

If signature block code is submitted, obtain name and 
title of person corresponding to the code from table and 
enter. 

(al) Item 35 — Date. Make the following entries: 

1. If authentication date (input card format N01) is 
blank, enter date 4 days prior to effective date. 

If authentication date is dash (-.) (input card for- 
mat N01) , leave blank. 

If authentication date is submitted (input card for- 
mat N01), enter submitted date. 

(am) Unnumbered, but to right of item 35. Enter submit- 
ting office number. 

(2) Format ♦ Format of SF 50 is shown in figure E-1. 

(3) Output audit instructions . Compare entries with SF 
52 data, and assure compliance with FPM Suppl 296-31. Man- 
ually enter any omitted authority, remarks, etc. 
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Distribution . After authentication, SF 50 is 
distributed in accordance with FPM Suppl 296-31 and authorized 
local procedures. 


b. 


DA CIVPERSIMS input cards 1, 2, 4, and 5 . The DA 

r M ^ T r\ fM 1 +- ^ 4* U. .... ~ sr * _ n t • -i 


CIVPERSTNS input cards are the official vehicles to transmit 
DA CIVPERSINS data to the Department of the Army, for serviced 
DA employees (type of civilian record code A or B) . Using 
submitted, system generated, and updated employee master 

record basic personnel data, the DA CIVPERSINS input cards are 
produced as follows: us arc 

^ ^ produced when- 

levGl record at the Department of the Army 

level IS created (processing action code B or C) as follows: 

Card 1 


Data element 

Card number 

Social secu- 
rity account 
number 

Employee name 


NOA code 

CIVPERSINS 
suffix code 


Effective 

date 

Sex 

Date of birth 

Citizenship code 

Veterans 

preference 


Card 

°olu">rs Entry 

1 Enter "i." 


2-10 


Enter SSAN. 


11-37 


38-40 

41-42 


43-48 

49 

50-55 

56 

57 


Enter employee name with last 
name spaces , hyphens , and 
apostrophes deleted. 

Enter NOA code. 


nter system-generated code AA 
format 


Enter effective date. 


Enter sex code . 

Enter date of birth 
Enter citizenship code, 
veterans preference 
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Data element 

Card 

columns 

Entry 

Employee 

tenure 

58 

Convert tenure code and enter 
as follows : 



Tenure code Enter 



1-2 1 



3-4 2 



5-6 3 



0 0 

Service 

computation 

date 

59-64 

Enter SCD. 

Physical handi- 
cap code 

65-66 

Enter physical handicap code. 

Time basis of 
employment code 

67 

Enter time basis of employment 
code. 

Position 

tenure 

68 

Enter position tenure code. 

Pay plan 

69-70 

Enter pay plan code. 

Occupation 

series 

71-74 

i 

f 

Enter occupation series code, 
reduced to four digits. 

Functional 

classification 

code 

75-76 

Enter functional classification 
code. 

Blank 

77-80 

Leave blank . 


Card 2 

Data element 

Card 

columns 

Entry 

Card number 

1 

Enter "2." 

Social secu- 
rity account 
number 

2-10 

Enter SSAN. 


E- 
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E-4b(l) 


Data element 

Card 

columns 

Last name 

11-15 

Grade or 
level 

16-17 

Step or rate 

18-19 

Salary 

20-24 

Pay basis 

25-26 

Pay rate 
determinant 

27 

Command code 

28-29 

Unit identi- 
fication code 

30-35 

GSA location 
code 

36-44 

Function 

designator 

45 

Position 

occupied 

46 

Type of 
appointment 

47-48 

Career pro- 
gram code 

49-50 

Submitting 
office number 

51-54 

Blank 

55-80 


Entry 

Enter employee's last name, 
reduced to five positions, 
system-generated . 

Enter grade or level. 

Enter step or rate. 

Enter salary, reduced to five 
positions, system-generated. 

Enter pay basis. 

Enter pay rate determinant. 

Enter command code. 

Enter UIC. 

Enter duty station location 
code . 

Enter function designator code. 
Enter position occupied code. 
Enter type of appointment code. 
Enter career program code. 

Enter SON. 

Leave blank. 


input card forJt 
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Card 4 


Data element 


Card number 

Social secu- 
rity account 
number 

Last name 


NOA code 

CIVPERSINS 
suffix code 


Effective date 

Employee 

tenure 


Time basis of 
employment 


Card 

columns Entry 

■ 1 Enter ''4." 

2-10 Enter SSAN . 


11-15 Enter employee’s last name, 

reduced to five positions, 
system-generated . 

16-18 Enter NOA code. 

19-2 0 If not submitted (input card 

format N01), enter CPS suffix 
code, system-generated, as 
follows: 


If process action code is ”D," 
enter code CC. If command code, 
UIC, SON, or location code 
change, enter code CC. If other 
data elements thereon change, 
enter code SS. 


21-26 Enter effective date. 


2 7 If changed, convert and enter 

employee tenure code, as 


follows : 

Tenure code Enter 
1-2 1 

3-4 2 

5-6 3 

0 0 


2 8 If changed, enter time basis of 

employment code. 
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Card 


Data element 

columns 

Entry 

Position 

tenure 

29 

If changed, enter position ten 
ure code . 

Pay plan 

30-31 

If changed, enter pay plan cod 

Occupation 

series 

32-35 

If changed, enter occupation 
series code, reduced to four 
digits , 

Functional 

classification 

code 

36-37 

If changed, enter functional 
classification code. 

Grade or 
level 

38-39 

If changed, enter grade or 
level . 

Step or rate 

40-41 

If changed, enter step or rate, 

Salary 

42-46 

If changed, enter salary, re- 
duced to five positions , 
system-generated. 

Pay basis 

47-48 

If changed, enter pay basis. 

Pay rate 
determinant 

49 

If changed, enter pay rate 
determinant . 

Command code 

50-51 

If changed (o-r if UIC, SON, or 
location code 'change) , enter 
command code. 

Unit identifi- 
cation code 

52-57 

command code, 

bON, or location code change) , 
enter UIC. 

GSA location 
code 

Function 

designator 

Position 

occupied 

58-66 

67 

68 

If changed (or if command code, 

5 or SON change), enter duty 
station location code. 

If changed, enter function 
designator code. 

If changed, enter position 
occupied code. 
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Data element 

Card 

columns 

Entry 

Type of 
appointment 

69-70 

If changed, 
appointment 

enter type of 
code . 

Career 

program code 

71-72 

If changed, 
gram code . 

enter career pro 

Submitting 
office number 

73-76 

Enter SON. 


Blank 

77-80 

Leave blank 

* 


( 3 ) DA CIVPERSINS input card 5 is produced when a single 
data element of the DA CIVPERSINS record is changed, when an 
employee enters or returns from an extended non-pay status, 
and when there is a DA loss (processing action code K, input 
card format N01), as follows: 

Card 5 


Card 

Data element columns 


Entry 


Card number 


1 Enter ”5.*' 


Social secu- 
rity account 
number 

Last name 


NOA code 


CIVPERSINS 
suffix code 


2-10 Enter SSAN. 


11-15 Enter employee’s last name, 

reduced to five positions, 
system-generated . 

16-17 Enter NOA code appropriate to 

the data element being changed, 
system-generated; however, for 
loss, and for nonpay status and 
return to duty actions , enter 
submitted NOA code (input card 
format N01) . 

18-19 If not submitted (input card 

format N01) , enter CPS suffix 
code, system-generated, as 
follows : 
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element 


i.ii. ective date 


i'nbrriittina 

... , 'V 

iji ,! 1 ce number 


Card 

columns Entry 

If processing action code it? 
"K," enter code LL . If NOA 
code is ''365," ”460," or> "470," 
enter code LL; if "280" or 
"292," enter code AA; if "935," 
enter code MM. If not one of 
the preceding, enter code SS. 

21-2 6 Enter submitted effective date 

(input card format N01) ; if not 
submitted, enter current dattn 

27-30 Enter SON. 


* V -..A 


h --'i r*! 


V- Ti 


— -.--X aana, tor data 

element corresponding to MOA 

292 365," "460," or "470, 

ic; it 5 P^°c®ssing action code 
IS K," leave blank. 

-'5'= Safi's input 1 , 

last day of^ach^moSh!"^^^^^^ the 16th 

( / I n -f -I — » T . . 


^ Xiisrructions . 

of th. Army, 

a. c^. ’ 

Thif„oulf Ippi“ the^reaUon Tt Jramplr action 

^PP01nt'm»n+‘ 


1, 


Appointment 
Reinstatement 
Reemployment 
Itansfer 
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It would also apply to CAO type actions when thene is a gain 
to an AMC PMIS servicing civilian personnel office : 

Conversion and CAO NOA codes 500D through 6S1D. 

Promotion and CAO NOA code 70 2D, 

Reassignment and CAO NOA code 720D and 721D. 

Change to lower grade NOA codes 712D and 715D. 

and CAO 

{ 2 ) Minimum required input to accomplish an accession 
action is completed and submitted as prescribed in c below, 
and validated. The employee master record is created with 
the submitted data and, if not submitted, the following 
automatic entries are made: 

Note . If the automatic entry does not reflect the correct 
data, the correct data must be submitted, 

(a) Check digit is computed and cv'tered in 3SA,N check 
digit. 

(b) Effective date is entered in: 

Service computation date. 

Service computation date--RI,F (reduction in force) . 

Date entered position title. 

Date entered present grade or levei. . 

Date of performance rating. 

Date of last equivalent step Increase. 

Date entered on duty present station. 

Date entered on duty civil service, 

(c) Code S is entered in performance rating. 

(d) If pay plan is "YV" or "YW," a constant "0 350 6” is 
entered in occupation series code. 

(e) For NOA codes 100 through 176 or 500D through 651D: 

If remarks code AA and date are submitted and date pi’obation 
or trial began is not submitted, remarks date is entered in 
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date probation or trial began; if neither are submitted, date 
probation or trial began is left blank. 

(f) For NOA code 101, 131, 141, 510D, 511D, or 541D: 

If remarks code AC and date are submitted and date career- 
conditional service is not submitted, remarks date is enter'od 
in date career-conditional service bagan; if neither have bcv.'ti 
submitted, effective date is entered in date career-conditional 
service began, and suspense code R (due date for conversion) 
and effective date, plus 3 years, are entered in suspense 
field . 


..... For NOA codes 100 through 176 or 500D through 615D: 

-f .lit. date is submitted, suspense code C (expiration of 
appointment) and NTE date are entered in suspense Jrield. 

+ produced (unless suppressed) using sul)- 

employee master record ' data, 
® to obtain appropriate narratives. DA 

uI,. LRoINb input cards 1 and 2 , or 4 , as appropriate are 

master^reco^d^data!^"'^^^^'^ automatically generated employoo 

cite^mui^’coSLtid^rn;! ^oruiaCn 

ments of the accession action'^ require- 

reauest (N01) and hacin * n j ®iiiployee personnel acta.on 

card fcrniats arf required ?i;rsF In** “‘I"'" 

narrative (N02) SF^ 4 f) nonstandard authority 

standard reS nLratKrSrr^i" 50 non- 

only if necessary. Basie formats are ufiod 

required may be submitted beyond the minimum 

automtically gener«ed data! <3^1:8 dvarriding 

(1) Source. CPO (SF 45 Qr m /T^ 

JtatementT, and DA Form 2302 ’(Dual Qual.if icat iont! 

Personnel)). 1 Qualification RecordT-~civilian 

input card^formats will be^comni of the speclfiofi 
and using codes specified in pLaJSfnW^u'^^'^f instructions 

P g^uph E-4 and appendix B . 

(format Ndl). 

Social security account number, 
formats?^^ leave blank on all input card 


E-26 



Appendix E — Continued 


AMCR 690-4 
E-5b(2)(a) 


NOA code- ieave blank if type of civilian recor'd 
code is "D" (input cand format Nil). 

NOA code suffix — optional.' Enter, if required, from 
NOA narrative table listing. 

Processing action code--must be as follows; 

If processing Type of civilian 

action code is record code must be 

A C ‘or D 

B » D A or B 

NOA effective date. 

NTE date — enter if NOA narrative ends with *D. 

CS authority code--optional . Enter as appropriate. 

Separation/accession agency code — enter losing agency 
code if NOA code (and suffix) is "130M," "131M," or 
”132 . ” 

Date of authentication. 

(b) Employee nonstandard authority narrative card (for- 
mat N02) — optional . 

(c) SF 50 standard remarks card (format N0 3) — optional; 
however, for NOA codes 100 through 176 and 214 (except 13-0M, 
131M, or 132), enter code AF and date of appointment affidavit 
if other than effective date. 

( d ) SF 50 nonstandard remarks narrative card (format N04) — 

opt ional . — — — 

(e) Employee identification data card (format N10) . 

Social security account number. 

Employee name. 

Sex. 

Personal title. 


E-:2 7 


Date of. birth. 
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Vetei'’ans preference. 

Tenure group. 

Service computation date. 

Service computation date--RIF ( do not include 
credit for outstanding performance appraisal). 


Physical handicap code. 

FEGLI code. 

Retirement code. 

Special program identifier. 

Employee position data (format Nil) . 
Social security account number. 
Citizenship code. 

Position occupied code. 
Type-of-appointment code. 

Competitive area code. 

Competitive level code. 

Occupying obligated position code. 

Pay plan. 


Occupation series code. 
Occupation series code suffix. 
Functional classification code 
Position tenure. 


Career program code. 

code— check 

with tabulation in (a) above. ^ 

type-of~civilian a blank for 
j-vxiian record code D. 
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( g) Employee occupation data (format N12) . 

Social security account number. 

Grade or level. 

Step or rate. 

Basis of pay. 

Salary. 

Pay table code — leave blank for type-of- 
civilain record code D, 

Pay rate determinant. 

Education code. 

(h) Employee location data (format N13) . 

Social security account number. 

Employing office location code. 

Agency code--may be left blank for type-of- 
civilian record code C. 

Submitting office number. 

Duty station location code. 

Budget project account number--may be left 
blank for type-of-civilian record code C. 

Command code , 

Unit identification code. 

Organization code. 

Function designator — leave blank for type-of- 
civilian record code C. 

Signature block code, DA Form 2515--leave blank 
for type-of-civilian record code D. 
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<i) Employee status and dates data card (format M].i| ) . 

Social security account number. 

Civilian performance rating — leave blank for 
type-of-civilian record code C, unless ratinn 
code is "S," "0," or "U." " 

Time basis of employment. 

Pay period indicator code. 

(j) Employee address data card ( format N15)--oDtaon.i ( 
Complete if required locally. ~ ~ 

Employee suspense data card (format N IB). Sc'l ':u -- 
pense codes and dates appropriate to the' circumstancefi . 
pnse codes and dates automatically set as in a above ntM^i ii 
be entered. DO NOT preset suspense code,' N (within grade r;tc 
increase — DA Form 2515 prepared) or codej T (DA Form 
prepared) . • ■ ^ / 


c. Outputs. The outputs of the accjession action am ,ui 
bF 50 i for DA serviced employees, DA CIViPERSINS input caprl:; 

1 2 or 4, as generally described in 'paragraphs E~4b au<l 

c, and more specifically, as follows; 

Notification of personnel actions . Using subtiill i 
input and system generated employee master record data, .in<l 
interrogating ^tables for appropriate narratives, the UF i,(i 
pj with all items except 15 through 19 complctiMl. 

For NOA code and suffix) 130M, 131M, or 132, agency code 
tif submitted) is entered in item 19. For NOA codes Ifid 

(except 130M, 131M, or 132), if statid.ir l 
remarks code AF has not been submitted, effective date I:; 

entered in item 31; otherwise, submitted remarks code AF 
is entered. 


(lit 


inpu t, cards 1, 2, or 4 . Using iiu!>- 
, input and system-generated employee master record 
basic data, the DA CIVPERSINS input cards 1, 2, or 4 are 
produced. If the submitted processing action code is "B" 

^ Department of the Army ), 'complete cards 1 and 
If processing action code is "D" (movement 
produced^^ Department of the Army) , complete card 4 


IS 
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(1) A return to duty is any action which results in the 
employee being placed in a pay status following a period of 
nonpay status. This would apply to the following types of 
personnel actions. 

Return to duty — RIF NOA code 2 80. 

Return to duty NOA code 292, 852. 

Note . Return to duty — MIL, NOA code 181, is not author- 
ized for use in DA and, therefore, is not supported by AMC 
PMIS. 

(2) Minimum required input to accomplish a return-to- 
duty action is submitted as prescribed in b below. The sub- 
mitted data are validated, and the employee master record is 
automatically updated as follows: 

LWOP (leave without pay) indicator code is changed 

to blank (except NOA code 8 52). 

Suspense code E and date are deleted (except NOA 

code 852 ) . 

NOA code and effective date are entered. 

(3) An SF 50 is produced (unless NOA suffix code is 2) 
using submitted and employee master record data, and entering 
tables to obtain the appropriate narratives. DA CIVPERSINS 
input card 5 is produced (except NOA code 8 52) using submitted 
NOA code and effective date and accessing the employee master 
record for basic identification data. 

b. Input. The minimum data elements of the input format 
cited must be submitted to satisfy the requirements of the 
return-to-duty action. Data changes to the employee master 
record are accomplished automatically , and only an employee 
personnel action request (N01) input card format is required 
the SF 50 nonstandard authority narrative (N02), SF 50 stand- 
ard remarks (N03), and SF 50 nonstandard remarks narrative 
(N04) input card formats are used only if necessary. Employee 
basic data (N10 through N16) input card formats need not be 
prepared. 

(1) Source. CPO (SF 52, Suspense data list C). 
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Fo^niat . The following data elements of the specified 
input card format will be completed following instructions and 
using codes specified in paragraph E-4 and appendix B. Em- 
ployee personnel action request (format N01): 

Employee personnel action request (format N01) . 

Social security account number. 

SSAM check digit. 

NOA code--Enter code 280, 292, or 852, as 

appropriate . 

NOA effective date. 


Outputs . The outputs of the return-to-duty action 
are an SF 50 and a M CIVPERSINS card 5, as generally describe 
in paragraphs E-4b and c, and more specifically as follows: 


, No tification of p ersonnel action. Usine inout .ind 
employee master record data, and interrogating tables for 
appreciate narratives, the SF 50 is produced with all items, 
except 15 through 19, being completed. 


(2) DA CIVPERSINS 

master record data, the DA CIVPERSINS 
tering, in addition 
effective date, and suffix code AA. 


input , card 5 . Using input and employe 
. . . card 5 is produccid on- 

identity data, submitted NOA code 


E 7. Mon£a ^status actions , a. Concept . 


A nonpay status action is any action which resul ts 

beinP^rSneron'^thS “ a nonpay status while ill 

^ employee rolls. This would aDi>.lv to 

the following types of personnel actions: Pl-i 


Suspension 
Leave without pay 
Furlough— RIP 
Furlough 


NOA code 36 S , or 830 . 
NOA code 460. 

NOA code 470. 

NOA code 472. 


note. 


code~SW, ar^not^auth^rized^/'^'^® furlough, NOA 

are not supported by AMC PMXsf ^ ’ therefore , 
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(2) Minimum required input to accomplish a nonpay status 
action is to be completed and submitted as prescribed in b 
below, the submitted data are validated, and the employee 
master file is automatically updated as follows: 

LWOP indicator code is changed to 1 (except NOA 
code 830). 

Suspense code E and submitted NTE date are entered 
in suspense field (except NOA code 830). 

NOA code and effective date are entered. 

(3) An SF 50 is produced (unless NOA suffix code is "2'’) 
using submitted and employee master record data, and entering 
tables to obtain appropriate na'rratives. DA CIVPERSINS card 

5 is produced (except NOA code 830) using submitted NOA code 
and effective date and accessing the employee master record 
for basic identification data. 

b. Input. The minimum data elements of the input card 
format cited must be completed and submitted to satisfy the 
requirements of the nonpay status action. Data changes to the 
employee master record are accomplished automatically , and 
only an employee personnel action request (N01) input card ^ 
format is required — the SF 50 nonstandard authority narrative 
(N02), SF 50 standard remarks (N03), and SF 50 nonstandard 
remarks narrative (N04) input card formats are used only if 
necessary. Employee basic data (N10 through N16). input card 
formats need not be prepared. 

(1) Source . CPO (SF 52). 

^2) Format . The following data elements of the specified 
input card format will be completed following instructions and 
using codes specified in paragraph E-3 and appendix B. 

Employee personnel action request (format N01) . 

NOA code — Enter code 365, 460, 470, 472, or 830, as 
appropriate. 

NOA effective date. 

NOA NTE date. 

c. Outputs. The outputs of the nonpay status action are 
an SF 5 0 and a DA CIVPERSINS card 5, as generally described 
in paragraphs E-4b and c, and more specifically as follows; 
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(1) Notification of personnel action . Using itipur -ui l 
employee master record data, and interrogatory tabltvu l itr 
appi’opriate narratives, the SF 50 is produced with a t J i l *-; 
except 20 through 24, being completed. 

(2) DA CIVPERSINS input, card 5 . Using input atul ciiipjoy 

master record data, the DA CIVPERSINS card 5 is produci'd (■ >:- 
cept for MOA code 830) entering, in addition to baaJc.' U. 

data, submitted NOA code and effective date, and sui'( S'-* .-i-.t 
LL, 


Separation and loss acti ons, a. Concept. A tu>par\it i- 
los^action is any action which results in the dtj'lcl 
an AMC PMIS employee master record. This would apij.ly 1;.^ ’? u- 
following types of personnel actions: 

Retirement NOA codes 300 tluHMipli i* ' 

Resignation 

Separation 

Termination 

Removal 

Reduction in force 
Death 


ibis would also apply to a CAO action when there i i i, 

recS °ij0A employe..' 

e separationTlLs '^f^uired Input' t„^, 

below, and the ® submitted as preseri.l),.,l i 

produced if nOA c;ode if «3nS th® An SI' !,(l io 

submitted and ;Lo?rdaf °’'®H 3”" or "935 ." 

tain the appropriate narrflvS ’ 

action code submitted +h^ the procepsi iip’ 

nonaccessible on or aftL record in in.ul.' 

the separated employee file ent:or<;<l f t 

to delete the DA CIVPERSINS produced (o.u'il f ) 

deleted 2 months after the effec?i;e phyulr-va 

cited must-be completed^and of the input ttu 

ments of the separatio^ 0 ^ 10 ^^"'^ satisfy the requir 

entered in the employee mac-i-o ^ sction. Data elemenfn to t< 
Pioyee master record prior to its deletion 
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and entering in the separated employee file are the NOA code 
and effective date (if submitted), and only an employee 
personnel action request (N01) input card format is required. 
The SF 50 nonstandard authority narrative (N02), the SF 50 
standard remarks (N03) , and the SF 50 nonstandard remarks 
narrative (N04) input card formats are used only if necessary. 
Any basic data (N10 through N16) input card formats prepared 
to change any data elements must have a processing sequence _ 
code lower than the processing sequence code of the separation 
or loss action. 

Source . CPO (SF 52). 

(2) Format. The following data elements of the specified 
input card format will be completed following instructions and 
using codes specified in paragraph E-3 and appendix B. 

(a) Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit . 

NOA code — Enter NOA code 300 through 355, or 935, as 
appropriate . 

NOA code suff ix--Enter from NOA table listing, if 
required . 

Processing action code — Enter code "H" or "K," as 
appropriate . 

NOA effective date. 

Civil service or authority code — optional. 

Enter as appropriate. 

Separation/accession agency code — Enter if NOA 
code is "311" or "321"; otherwise, leave blank. 

Date of authentication — Enter appropriate date. 

Gaining SON-CAO — Enter SON of gaining CPO if CAO 
(out) type action. 

(b) Employee nonstandard authority narrative (format 
N02). Complete, if required. If completed, civil service 
or authority code, input card format N01, must be blank. 
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(c) SF 50 standard remarks (format N03) . Co mpl<;vl:e Jf 
required. 

(d) SF SO nonstandard remarks (format N04) . Kiitror* " 
followed by city and State (or activity”" name) if NOA coiU? 
is "302B," "314," "315," "324," "325," "352B," or 
otherwise, complete if required. 

c. Outputs . The outputs of the separation and ;U)i5i-. 
actions are an SF 50 and for DA serviced employees , lU HA 
CIVPERSINS input card 5 as generally described in paiMp.i’.i jib:; 
E-4a and b, and more specifically, as follows: 

Mote . For CAO (out) type actions, the SF 50 or DA 
CIVPERSINS input are not produced — this is accomplifilnul 
by the gaining DA activity. 

(1) Notification of personnel action . Using suluii i 1 i od 
input and employee master record data, and interrogjat i up. 
tables for appropriate narratives, the SF 50 is produfunl with 
all items except 19 through 24 completed. However, il NOA 
code is "311," "320 ," or "321," submitted (N01 input 
format) separation/accession agency code is entered in li.uri 
24. Except for NOA codes 350_and 935 , an "X" is enl.erc-O in 
item 30C if separation is during probation; and excM’jU I d)' ii'A 
codes 350 and 935, forwarding address from the empl.t.'jynn ‘ rti nOi;!: 
record (unless blank) is entered in item 30. No SF !>() I;, 
produced if NOA code is blank. 


, DA CIVPERSINS input, card 5 . Using submitted \u\uu 
and employee master record data, the DA CIVPERSINS input c.ui 
5_is produced only if processing action code is "K. " Tlie 
mitted NOA code, effective date, and system-generated :;ui ( U-' 
code LL are entered (MM if CAO (out) action) . 




conversion to limited appointment 




' y / ^ 


which limited appointment is any aei Dmi 

versiortn^p^h"^" employee being appointed, thronp.h 
datfor which F® appointment having a definite terminal 

tfttFfnnF- ! confer tenure status. Thi.9 wr)u:id npi 
to the following types of personnel actions: 


Conversion to term 
appointment NTE 

Conversion to temporary 
appointment NTE 


NOA code 5 08 . 

NOA code 515, 5 17, 51,6. 
519, 52 0, 52 3 . 
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Conversion to temporary NOA code 522 . 

appointment --PER 

Limited executive assign- NOA code 528. 

ment by conversion 

Conversion to oversea NOA code 531. 

limited appointment NTE 

Conversion to appoint- NOA code 5 32. 

ment (special tenure) 

Conversion to oversea NOA code 5 34. 

limited term appoint- 
ment NTE 

Conversion to excepted NOA code 5 52. 

appointment-- indefinite 

Conversion to temporary NOA code 614. 

appointment- -1 month 

Conversion to excepted NOA code 6 51. 

appointment NTE 

(2) Minimum required input to accomplish a conversion to 
limited appointment action is completed and submitted as pre- 
scribed in b below, and validated. The employee master record 
is updated with the minimum required submitted data and as 
follows : 

(a) Suspense code C and NTE date is entered in suspense 
field if NTE date is submitted. 

(b) Suspense code C and date are related from suspense 
field if ^ NTE date is submitted. 

(c) Code 2 is entered in position occupied if NOA code 

is " 552" or "6 51"; otherwise, code 1 is entered. In addition, 
the employee master record is updated under the continuing 
conditions as described in paragraph E-2a. 

(3) An SF 50 is produced (unless NOA suffix code is "2"), 
using submitted and employee master record data, and entering 
tables to obtain the appropriate narratives. DA CIVPERSINS 
input card 4 is produced for serviced DA employees using sub- 
mitted and updated employee master record data. 
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b. I nput . The minimum data elements of the input format: 
cited must be completed and submitted to satisfy the require- 
ments of the conversion to limited appointment action. The 
employee personnel action request (N01) , employee identifica- 
tion data (N10), and employee position data (Nil) input card 
formats are required. The SF 50 nonstandard authority narra- 
tive (N02), SF 50 standard remarks (N03), and SF 50 nonstand- 
ard remarks narrative (N04) input card formats are used only 
if necessary. Basic personnel data, beyond the minimum re- 
quired, may be entered in the N10 thorugh N16 input card foi"*- 
mats, with submitted data overrriding any automatically 
generated data as described in a(2) above. 

(1) Source. CPO (SF 52). 


(2) Format . The following data elements of the anocifiod 
input card formats will be completed following instructi<>ns 
and using codes specified in paragraph E-3 and appendix B, 

Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code. 


NOA code suffix-optional. Enter, if required 
from NOA narrative table listing. quirecj , 

NOA effective date. 

NOA code 522, 528, 532, 5S2. 

Civil service or authority code-optional. 

identification data (format Nidi . 

Social security account number. 

SSAN check digit. 


Tenure group code. 
FEGLI code. 
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(c) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

Type of appointment code. 

c. Outputs. The outputs of the conversion to limited 
appointment action are an SF 50 and a DA CIVPERSINS input 
card 4, as generally described in paragraphs E-4a and b, and 
more specifically, as follows; 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives , the SF 50 is produced with 
all items except 15 through 19 being completed. However, if 
optional data has been submitted which changes the data 
thereof, items 15 through 19 and items 20 through 24 are 
completed. 

(2) DA CIVPERSINS input , card 4 . Using submitted input 
and updated employee master record data, the DA CIVPERSINS 
input card 4 is produced with all DA CIVPERSINS changed data, 
submitted or system-generated, being entered. 


E-10. Conversion to conditional appointment actions , 
a . Concept . 

(1) A conversion to conditional appointment action is 
any action which results in the employee being appointed , 
through conversion to a type of appointment which confers 
conditional tenure status. This would apply to the following 
types of personnel actions: 

Conversion to career- NOA code 510, 511. 

conditional appointment 

Conversion to rein- NOA code 541. 

statement- -career- 

conditional 


Conversion to excepted NOA code 553. 

appointment- -conditional 

Conversion to veterans NOA code 5 76. 

readjustment appointment 
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to conditional app^ntment^is^comolS'^d^'^^H^^ ^ conversion 
scribed in b below Tho orm-.i pleted and submitted as pre- 
with submitted d«a unSL ?he°?out“"-"’^ record is updated 
scribed in paragraph E-2a and as foUowf: 

is ”5?^. c?""576''t "teSSse? code"i™s°JntS:l “ 

oorresponding^dates^are°del'^t^a’'r^™^“" ®PP°intinent) and 
S are deleted from the suspense field, 

tive dlte^plSsTyears (N0A“TCdr576°’" ^“''ersion) and effec- 
entered in the suspend 

using submittedj^eraployee^master”^^^^ suffix code is "2"), 
CIVPERSINS input card 4 i == record, and table data. DA 

using submitted and updated'emp^oJee'L^st^^rre^^orS^a^^^ 

cited mui?^'compL?iS"anS fu^mi?terf " 

ments of the conversion to ° satisfy the require- 

The employee personnel ^^^^^l.^PPcintment action, 

fication data (N10), and emolovep’^^^^ • ^ ’ ®”‘P^°y®e identi- 

card formats are requ?Jed 

narrative (N02), SF 50 stand^^S 50 nonstandard authority 
nonstandard remarks nLr2?ve 50 

used only if necessary Basic input card formats are 
minimum required, may be snhm?f-f a beyond the 

input cardVrmats!%ith snlZtllt, ^16 

matically generated data as desLibe^in^aC fraboJf 

(1) Source . CPO (SF 52). 

input oarrw;ts'^«ilf°be™™®iilH of the specified 

and using codes specified in paragraphl.rand appSi^^B?" 

Social security account number. 

SSAN check digit. 

NOA code 

NOA code suffix— ODtinn^l r 1.- 

NOA narrative table listing required, from 
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NOA effective date. 

Civil service or authority code--optional . 

(b) Employee identification data (format N10) . 

Social security account number. 

SSAN check digit. 

Tenure group code. 

FEGLI code. 

Retirement coverage code . 

(c) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

Type of appointment code. 

c. Outputs . The outputs of the conversion to conditional 
appointment actions are an SF 50 and a DA CIVPERSINS input 
card 4, as generally described in paragraphs E— M-a and b, and 
more specifically, as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
all items except 15 through 19 being completed. However, if 
optional data have been submitted which changes the data there- 
of, items 15 through 19 and items 20 through 2 4 are completed. 

(2) DA CIVPERSINS input, card 4 . Using submitted input 
and employee master record data, the DA CIVPERSINS input card 

4 is produced with all DA CIVPERSINS changed data being entered. 

E-11. Conversion to career appointment actions . a. Concept . 

(1) A conversion to career appointment action is any 
action which results in the employee being appointed, through 
conversion, to a type of appointment which confers career 
tenure status. This would apply to the following types of 
personnel actions: 
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Conversion to career 
appointment 

Conversion to rein- 
statement career 

Conversion to excepted 
appointment 

Conversion to 
reemployment 


NOA code .600 , 501 . 


NOA code 540 


NOA code 550. 


NOA code 561 


Minimum required input to accomplish a conversion to 

completed and submitted as pre- 

iHpdfteS wiJh ?he The employee master LcorrI 

is updated with the minimum submitted data and as follows : 

is "550."*^°^^ ^ entered in position occupied if NOA code 
is not "550" or position occupied if NOA code* 


suspense code^R^Uue^date^for appointment) or 

dates "«e“eLted 

employee master record is S addition, the 

ditions as described In paragraph if® 

submitted. ^ ^grapn h-2a, if optional data are 

using submittL^°ei^loyee'‘master"ir® h°'' is "2"), 

CIVPERSINS inpu^ ca?d Tis pjodnoef ? ’ data. DA 

using submitted and updated employee m«terrecor“data^°''''''“ 

cited mufc^ completed^and submitted®?'^® of the input format;! 
ments of the conversion to career sa-j-j^gfy require- 

employee personnel action requeS fN«?t action. The 

tion data (N10), and employernoJ employee identifioa- 
formats are required. The SF 5n data (Nil) input card 

and remarks narrative (N04) irnn^rp^^^H’ 50 nonstand- 

i.H personnel^St^ K are used only 

foimeS’ ^ submitted using ?he H1»®?S" minimum re- 

formats, with submitted dat^ 5 the N10 through N16 input car^d 
generated data as des^rlSd 

(1) Source . CPO (SF 52), 
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(2) Format . The following data elements of the specified 
input card formats will be completed following instructions 
and using codes specified in paragraph E-3 and appendix B. 

( a ) Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code. 

NOA code suf f ix--optional . Enter, if required, from 

NOA narrative table listing. 

NOA effective date. 

Civil service or authority code — optional. 

(b) Employee identification data (format N10) . 

Social security account number. 

SSAN check digit. 

Tenure group code. 

FEGLI code. 

Retirement coverage code. 

(c) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

Type of appointment code. 

Position occupied code — For NOA 561 only. 

c. Outputs. The outputs of the conversiontocareer 
appointment action are an SF 50 and a DA CIVPERSINS input 
card 4, as generally described in paragraphs E-5a and b, and 
more specifically, as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
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. ‘ /■•••‘---pt ii’ through 19 being completed. However, :i.f 
' r.a.! .lara have been submitted which changes the datei 
■ao! , It oni::- i5 through 19 and items 20 through 24 are 

'' 1 . 0 'l hi . 

! I:£:--£IZ ^gg.SINS input, card 4 . Using submitted inpul. 

h '•-■a employee master record data, the DA CIVPERSINS 

produced with an da CIVPERSINS changed"data 

I- t.‘ i i L t.t I U-} (1 ^ 


inversion to career tenure actions, 


Concept 


in the employerbSnrcoi?verted''to^Sa?eertenuro’‘ 

condiSo^lr 

■ ion only: ^ following type of person.M«.:J 


Conversion to career tenure 


NOA 602. 


to career tenui'e aSion*is^cMDleted'^a°!l^^^? ■ ® tionverslon 
acrihed in b below, and validated as pre- 

ora rs updated with the .inin,u„ 3Ub„,itte5 L?rLrar?c?:io,;n 

trnuJfgr'™rc:dfr?r=fL'=L;ed%S'’??*^" 

<•» Code 10 is entered in type of appointment. 

date for conversion) anc, 

rlw>c-e master record is udLi-pH . ^ addition, the em- 

( 3 ) All S f R n * 

using submitted, emplovpp^^^t suffix is " 2 'n 

for'serJieerDA"' ‘^^PrasiNS 

Ployee master reSd^^d^^^^ -^”i«ed a„2 

«quire2n?rof'’?hr”'’"°"™ a^d^sSSted ?o for- 

^^P-vee Persl^i-a-^eS .,3 

riput card format is 
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required. The SF 50 nonstandard authority (N02), SF 50 
standard remarks (N03), and SF 50 nonstandard remarks narra- 
tive (N04) input card formats are used only if necessary. 

Basic personnel data may be submitted optionally using the 
N10 through N16 input card formats, with submitted data over- 
riding any automatically generated data as described in a(2) 
above . 

(1) Source. CPO (SF 52 and suspense date list C). 

(2) Format . The following data elements of the specified 
input card format will be completed following instructions and 
using codes specified in paragraph E-3 and appendix B. 

Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code — always "602.” 

NOA effective date. 

Outputs . The outputs of the conversion to career 
tenure action are an SF 50 and a DA CIVPERSINS card 4, as 
generally described in paragraphs E-4a and b, and more 
specifically, as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
all items except 15 through 19 being completed. However, if 
optional data have been submitted which changes the data 
thereof, items 15 through 19 and items 20 through 24 are 
completed. 

(2) DA CIVPERSINS input, card 4 . Using submitted input 
and updated employee master record data, the DA CIVPERSINS 
input card 4 is produced with all DA CIVPERSINS changed data 
being entered. 

E-13. Promotion actions , a. Concept . 

(1) A promotion is any action which results in the em- 
ployee being placed in a higher grade if the pay plan remains 
the same or in a higher salary if the pay plan changes . This 
would apply to the following type of personnel action only. 

Promotion NOA code 702. 
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^ input to accomplish a promotion 

and submitted as presc 3 r«ibed in b below, 
..:iiddted fhe employee master record is updated with 
r,ubmtted data, in accordance with ionditiLs 
- i Ui paragraph E-2a, and as follows: 

entered in date of last equivalent 
•"''•h:- Is not "99.'' ’ > or’ 4 , » oDr- if pay table 


::te date^(from*^N 01 Lrd)^a?rent piPomotion) 

f’V Huspense code P (expSatioro?^^^®^ ”7021 

;;at€..n are deleted from Lsneno2 ^^mporary promotion) and 
;:02G-; and any suspensrSd^R f • is ''7021-'' .( 

dates are deleted if salary reteji- 

*rurri 1 ." jp addition the em ? ^ r’ate detei-minant is chanced 

-■•'ier the continuing condition^ t.pc3atcd 

^ scribed m paragraph E~2 

^srd 4 is produced for table data. DA 

and updated employee MeSr''relorrd«?^°''®^" 

SnS of^f sSmitter?ra°t-*J® “P“* for-maft 

requtt «tion. “he In^oS ’’squire- 

r-<^«P^Honal datTJSll) <i«a S?ir 
:Lf." * srL^Lt ’arrr^e:si°r^ . 


J' 

oc 

input card nonstandard remtavnu standard 

'Jata. beyond °nly if ne«J ^ narrative (N041 

through fU6 input oaid“f ''®q“ired, may be Mtarod^P^P- personn 
any automaticallj geSrfr!?®^=> “th submi??e5’'dft“ 

data as de3o“Srin%?''"ri''’‘" 

Source. CPO (SF 52) above. 

E orma t . Thp 

• apn rg^S appendix 
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( a ) Em ployee personnel action request (format N01) . 

Social. security account number. 

SSAN check digit. 

NOA code--always "702." 

NOA code suffix — optional. Enter, if required, 

from NOA narrative table listing. 

NOA effective date. 

NOA NTE date (702E). 

(b) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

Competitive level code. 

Position number. 

( c ) Employee occupational data (format N12) . 

Social security account number. 

SSAN check digit. 

Grade or level. 

Step or rate. 

c. Outputs . The outputs of the promotion action are an 
SF 50 and a DA CIVPERSINS input card 4, as generally described 
in paragraphs E-4a and b, and more specifically, as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced. 

All items are completed if NOA code and suffix is "702" or 
"702E"j items 15 through 19 are blank (to be completed man- 
ually) if NOA code and suffix is "702?" or "702G." If NOA 
code is "702E," standard temporary promotion remark, with 
NTE date (from N01 card) inserted, is entered in item 30. 
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a: -CP 090-4 
i;-! :A;(?) 


1 fi 
.0 lii: 


14“. CI'/PERSIMS input, card 4 . Using submitted i.npu(; 

1 updated employee master record data, the DA CIVPERSl'NS 
; card K is produced with all DA CIVPERSINS changed data, 
omitted or system generated, being entered. 


•1 4 


lo lower grade actions . a. Concept, 


A Change to lower grade is any action which r'esultji 
being placed in a lower grade if the pay plan 
A ^ lower salary if the pay plan^ change*! 
lais would apply to the following types of personal actiomr. ' 


Change to lower grade 


NOA code 713 or 715. 


Change to lower grade-RIF NOA code 712. 

accomplish a ohancs to 

in 'b :^“validateT'1h%' and submitted as ptcfatU°ocl 

updated with the minimum submit-terd^^ranrL'^oUowf , 

effective date"plus°2%ears^^ml*'^^°i f salary retention) niul 

pense field if pay rate detPnmi'"^^^ entered in sua- 

P y determinant code submitted is ”1." 

tinuing conditions^as prlscribed^in under the con- 

p escriDed in paragraph E-2a. 

using submitted ^^employee*^master"^^^^ suffix is " 2 ") 

CIVPERSINS input ca?d 41s prodAlf ’ ^"1 table data. DA 
using submitted and updat^d'm^te; recLrSIt"!" “ 

formAs Sltia-'»uS\“oMpL?JdAnd®rh^- ^nput card 

requirements of the change t^lower to satisfy the 

personnel action request action. The emolnvoo 

employee occupational d«f?m A Position data 

dates data (N14) input caA'e *’ employee status and 

"^p>’atiSrs02r''sr6o'‘c®'’' ’’’’® ®° 

card formats are SSf "arratLr(N0?rinpur''“ 
"tnimum Personnel 

fn xn aK/) above. 

Source. CFO (SF 52). 
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AMUK'bau- ^ 
E-14b(2 ) 


(2) Format. The following 
fied input card formats will be 
ions and using codes specified 


data elements of the sped— 
completed following instruc- 
in paragraph E-3 and appendi 


X 


(a) Employee personnel action request (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code. 

NOA code suf f ix--opt ional . Enter, if required, from 
NOA narrative table listing. 

NOA effective date. 

(b) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

Competitive level code. 

Position number. 

(c) Employee occupational data (format N12) . 

Social security account number. 

SSAN check digit.' 

Grade or level. 

Step or rate. 

Salary — If pay rate determinant is "1," ”2," ”3," 
or "4," 

Pay rate determinant--If "1," "2," "3," or "4." 

(d) Employee status and dates data (format N14) . 

Social security account number. 

SSAN check digit. 

Date of last equivalent step increase. . 
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c. O utputs ■ The outputs of the change to lower’ grade 
action are an SF 50 and a DA CIVPERSINS input card 4, as 
generally described in paragraphs E-4a and b, and more 
specifically, as follows: 


, (1^ Notification of personnel action . Using submitted 

input and employee master record data , and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
all^^ items completed. If pay rate determinant is changed to 
1, standard expiration of salary retention remarks are en- 
tered in item 30, using suspense code B date. (See FPM LTR 
296-15, July 1973) . 


D A CIVPERS INS input, card 4 . Using submitted input 
ana updated employee master record data, the DA CIVPERSINS 

produced with all DA CIVPERSINS changed’ data , 
submitted or system-generated, being entered. 


E-15, Reassignment actions 


a. Concept . 


■in reassignment is any personnel action which results-, 

in a different position with no change in grade if the pav 
plan remains the same or at the same salary if the pav p?an 

aStiSl' following types of peLonno: 


Reassignment— RIF 
Reassignment 


NOA code 720. 
NOA code 721. 


action\s"compS'et3'’airauta?« a reassignment 

and validatT tS prescribed in c below 

the submitted ‘data and^as^foiiJwst"’ updated with 

entered if N0A’’code°is ^721E "'^Ld^Inv card) are 
tion of temporary reassignment) ^ (expira- 

suspense field if NOA code and euffix^ir^nr^n^oj^" 

rating of “0" or^"U"'’is^nhanged'"to'^"s'^rt^“’’'"^^'*^®‘’ > Performance 

using submitted, emplovee^m^i ^ code suffix is ”2") 
CIVPERSINS cardi S ri: dat^f DA ^ ’ 

elements are changed) for Lrvlced DA '' CIVPERSINS data 

-tted and updated employee Ls^r reoSrf 
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minimum data elements of the input formats 
cited must be completed and submitted to satisfy the require- 
ments of the reassignment action. An employee personnel action 
request (N01) input card format is required. The SF 5 0 non- 
standard authority narrative (N02), SF 50 standard remarks 
(N03), and SF 50 nonstandard remarks narrative (N04) input 
card formats are used only if necessary. Inasmuch as a re- 
assignment action does not necessarily involve specific type 
changes, but does involve some changes, such changes in basic 
personnel data are entered in the N10 through N14 input card 
formats. 

(1) Source . CPO (SF 52), 

(2) Format . The following data elements of the speci- 
fied input card format will be completed following instruc- 
tions and using codes specified in paragraph E-3 and appendix 

B. 


Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code. 

NOA code suffix — optional. Enter, if required, 

from NOA narrative table listing. 

NOA effective date. 

NOA NTE date (721E). 

c. Outputs . The outputs of the reassignment action are 
always an SF 50 and, if data elements thereof change, a DA 
CIVPERSINS input card 4 or card 5, as generally described in 
paragraphs E-4a and b, and more specifically as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50. is produced. 

All items are completed if NOA code and suffix is ”720," 

"721," or "721E" ; items 15 through 19 are blank (to be com- 
pleted manually) if NOA code and suffix is ”72 IF” or "721G.” 

If NOA code is "721E,” standard temporary reassignment remarks, 
with NTE date (from N01 card) inserted, is entered in item 
30. 
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(2) DA CIVPERSINS input, card 4 or 5 . Using submitted 
input and updated master record data, the DA CIVPERSINS input 
card 4 (two or more data elements changed) or card 5 (one 
data element changed) is produced with DA CIVPERSINS chcingod 
data, submitted or system-generated, being entered. 

E-16. Extension of appointment actions . a. Concept . 

(1) An extension of appointment is any action which 
results in an employee serving under an appointment with a 
definite terminal date having his terminal date extended. 

This would apply to the following types of personnel actionu. 


Extension of temporary appointment NTE NOA code 7 00. 

Extension of term appointment NTE NOA code 7 0 07. 

Extension of excepted appointment NTE NOA code 761.. 

(2) Minimum required input to accomplish an extens.ion 

of appointment action is completed and submitted as prescr if)tHl 
in b below, and validated. The employee master record .i!> 
updated with the submitted data and as follows : 

(a) Suspense code C (expiration of appointment) da'tc iu 
overlayed with submitted NTE date. 


_ (b) The employee master record is updated under tho cno- 

tinuing conditions as described in paragraph E-2a. 

(3) An SF 50 is produced (unless NOA suffix code is; 
i using submitted, employee master record, and table 
data. No DA CIVPERSINS input is normally produced. 

b. Input. The minimum data elements of the input card 
format cited must be completed and submitted to satisfy the 
requirements of the extension of appointment action. An 

Sii^ed format If, 

required. The SF 50 nonstandard authority narrative (N02), 

nonstandard remarks 

n . (N04) inpu~t ca.pd fomidlis are used only if neG<?S'' 5 <ii^v 

requiredrn.arS<T 

entered in the N10 through N16 input card formats. 

(1) Source . CPO (SF 52). 

fied^inn,.?^^^*^ following data elements of the speci- 

t ions and using coderspicified^'in^D^^^'^ instruc- 

B. ^ ^ itied in paragraph E-3 and appendix 
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Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code. 

NOA code suf f ix--optional . Enter, if required, from 

NOA narrative table listing, 

NOA effective date. 

NOA NTE date. 

c. Outputs . The output of the extension of appointment 
action is an SF 50, as generally described in paragraph E-4a, 
and more specifically as follows: 

Notification of personnel action . Using submitted input 
and employee master record data, and interrogating tables 
for appropriate narratives, the SF 50 is produced with all 
items except 15 through 19 completed. 

E-17. Extension of temporary promotion actions . a. Concept . 

(1) An extension of temporary promotion is an action 
which results in an employee serving in a position under a 
temporary promotion with a definite terminal date having his 
terminal date extended. This would apply to the following 
type of personnel action only. 

Extension of temporai'y promotion NOA code 769. 

(2) Minimum required input to accomplish an extension 
of temporary promotion action is completed and submitted as 
prescribed in b below, and validated. The employee master 
record is updated with the submitted data as follows: 

(a) Suspense code P (expiration of temporary promotion) 
date is overlayed with the submitted new NTE date (N01 card) . 

(b) The employee master record is updated under the con- 
tinuing conditions as described in paragraph E-2a. 

(3) An SF 50 is produced (unless NOA suffix code is "2"), 
using submitted employee master record and table data. Stand- 
ard extension of temporary promotion remarks are automatically 
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entered in item 30, with submitted NTE date (from N01 card) 
inserted. No DA CIVPERSINS is normally produced. 

input . The minimum data elements of the input card 
formats cited must be completed and submitted to satisfy tlie 
requirements of the extension of temporary promotion action. 
An employee personnel action request (N01) input card formal; 
is required. The SF 50 nonstandard authority nax'rative (N0i!) 
SF 50 standard remarks (N03), and SF 50 nonstandard remarks * 
narrative (N04) input card formats are used only if necessary. 
Additional basic personnel data, if to be included in the per- 
sonnel action, may be entered using the N10 through N14 input 
card formats. 

(1) Source . CPO (SF 52). 

(2) Format . The following data elements of the specified 
input card formats will be completed following instruction;! 
and using codes specified in paragraph E-3 and appendix B. 

Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code — always '’769." 

NOA effective date. 

NOA NTE date. 

, Outputs . The output of the extension of bemporax'y 
promotion action is an SF 50, as generally described in para- 
graph E-4a and more specifically as follows: 

ication of personnel action . Using submitted input 
and employee master record data, and interrogating tables 
for appropriate narratives, the SF 50 is produced with all 
items except 15 through 19 completed; and with standard 
extension of temporary promotion remarks, with NTE date 
(from N01 card) entered in item 30, 

Mass change actions , a. Concept . 

(1) A mass change is an action which results in the 
movement of a group of employees within the same agency as 
a result of a transfer of function or organizational change 
( s result of a change in "the servicing civilian 
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personnel activity) with no change in position, grade, or pay. 
This would apply to the following type of personnel action 
only ; 


Mass change NOA code 790. 

(2) Minimum required input to accomplish a mass change 
action is completed and submitted as prescribed in b below, 
and validated. The employee master record is updated with the 
submitted data. 

(3) An SF 50 is produced (unless NOA suffix code is "2"), 
using submitted, employee master record, and table data. DA 
CIVPERSINS card 4 is produced for serviced DA employees using 
submitted and employee master record data. 

b. Input. The minimum data elements of the input for- 
mats cited must be completed and submitted to satisfy the 
requirements of the mass change action. The employee person- 
nel action request (N01) and employee location data (N13) 
input card formats are required. The SF 50 nonstandard author- 
ity narrative (N02), SF 50 nonstandard remarks (N03), and SF 
50 nonstandard remarks narrative (N04) input card formats are 
used only if necessary. 

(1) Source . CPO. 

(2) Format. The following data elements of the specified 
input card formats will be completed following instructions 
and using codes spec.ified in paragraph E-3 and appendix B. 

(a) Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code--always "790." 

NOA effective date. 

(b) Employee location data (format N13) . 

• Social security account number. 


SSAH check digit. 

SON — enter only if changed. If entered, remaining 
data elements need not be entered if unchanged. 
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Command code.^ 

Unit identification code.^ 

Organization code.^ 

c. Outputs . The outputs of the mass change action arc 
an SF 50 and a DA CIVPERSINS input card 4, as generally (Jo- 
scribed in paragraphs E-4a and b, and more specifically, an 
follows : 

(1) Notification of personnel action . Using submit;t(nl 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced’ wifi 
all items completed. 

(2) DA CIVPERSINS input, card 4 . Using submitted ininil 
and updated employee master record data, the DA CIVPERSINS 
card 4 is produced with all command change (CIVPERSINS l. 5 u.lij^ 
code CC) data being entered. 

E-19. Pay system change actions . a. Concept . 

(1) A paysystem change is an action which results in ;n 
employee's position being initially converted to a differoiil 
pay system because of legislation, civil service regulatiotii; , 
or administrative action by the agency, with no change ii'i 1 hi: 
duties and responsibilities of the position. This would 
apply to the following type of personnel action only: 

Pay system change NOA code 898. 

(2) Minimum required input to accomplish a pay systom 
change action is completed and submitted as prescribed in 1) 
below, and validated. The employee master record is updated 
as described in paragraph E-2a. 

_ (3) An SF 50 is produced (unless NOA suffix code is "2") 
using submitted, employee master record, and table data. DA 
CIVPERSINS input card 4 is produced for serviced DA employtui.'i 
using submitted and updated employee master record data. 

b. ^ Input . The minimum data elements of the input for- 
mats cited must be completed and submitted to satisfy the 
requirements of the pay system change action. The employee 


three of these data elements. May be blank if 
SON IS entered, 
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personnel action request (N01) , employee position data (Nil), 
and employee occupational data (N12) input card formats are 
required. The SF 50 nonstandard authority narrative (N02), 

SF 50 standard remarks (N03), and SF 50 nonstandard remarks 
narrative (N04) input card formats are used only if necessary. 
Additional basic personnel data to be included in the person- 
nel action may be entered using the N10 through N16 input 
card formats . 

(1) Source . CPO. 

(2) Format . The following data elements of the specified 
input card formats will be completed following instructions 
and using codes specified in paragraph E-3 and appendix B. 

(a) Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code- -always *’898." 

NOA effective date, 

^ ^ ^ Einploy^e position dat a (format N il) . 

Social secui'ity account number*, 

SSAN check digit. 

Pay plan. 

Employee occupational data (format N12) , 

Social security account number. 

SSAN check digit. 

Grade ot' level. 

Step or rate. 

Pay basis. 

Salary , 

Pay table code, 
fay rate deteJtmna.nt , 



AMCR 690-4 
F:-19c 


Appendix E-TContinued 

c. Outputs . The outputs of the pay system Ghange action 
are an SF 50 and a DA CIVPERSINS input card 4, as gener>cilly 
described in paragraphs E-4a and b, and more specif ical 1 v . as 
rollows : -- j •> 


Notification of personnel action . Using submitt <Hi 
input and employee master record data, and interrogate no- 
tables for appropriate narratives, the SF 5 0 is produced with 
all Items completed. 

and input, card 4 . Using submitted in pul: 

pdated employee master record data, the DA CIVPERSTNti 

mitted or changed DA CIVPERSINS data/'f.nd)- 

mitted or system-generated, being entered. 


Continuance actions. 


a . Concept . 


continuance is an action which results in the fiii- 
for manda^o?y^retiJement° ''This"would^^''^r''^ beyond the .•ig.u 

type of persL^ei aS’onSr following 


Continuance 


NOA code 870. 


action is completed^^and^subm^tt ^^oomplish a continuajicn ; 
and validated Th^ as prescribed in b below, 

the submneddaS “Pda'ted will, 

using submitted**'employee'*maater"^^^^ suffix code ia "V"), 
DA CIVPEHSINS inpuri:''^:r:SJrp~dS:et '''■ 

format cited must be'”completed*^an?^”'n''^® input caiul 

requirements of the continuanr^ nd submitted to satisfy the 
action request (N01) input card employee pereoiUHvl 

50 nonstandard authorit? narrati5^ required. The SF 

remarks (N03), and SF 50 nonstanda SF 50 standard 

input card formats, and the bas?r remarks narrative (NH*l> 

15) input card formats are used data (N10 throvigli 

usea only if necessary. 

(1) Source . CPO (SF 52). 

usin^ will^be^completJd^f^}?"'®^^® specif ied 

using codes specified in paraLa^h instructions and 

P ragraph E-4 and appendix B. 
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Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code--always "870." 

NOA effective date. 

c. Outputs . The output of the continuance action is an 
SF 50, as generally described in paragraph E-4a and more 
specifically as follows: 

Notification of personnel action . Using submitted and 
employee master record data, and interrogating tables for 
appropriate narratives, the SF 50 is produced with all items 
completed except items 15 through 19 . 

E-21. Retention in status quo actions . a. Concept . 

(1) A retention in status quo is an action which results 
in an employee serving under an excepted appointment being 
retained on a continuing basis if the position is brought 
into the competitive service. This would apply to the follow- 
ing type of action only: 

Retention in status quo NOA code 891. 

(2) Minimum required input to accomplish a retention in 
status quo action is completed and submitted as prescribed in 
b below, and validated. The employee master record is updated 
with the submitted data. 

(3) An SF 60 is produced (unless NOA suffix code is "2"), 
using submitted, employee master record, and table data. No 
DA CIVPERSINS input is normally produced. 

b. Input . The minimum data elements of the input card 
format cited must be completed and submitted to satisfy the 
requirements of the retention in status quo action. An 
employee personnel action request (N01) input card format is 
required. The SF 50 nonstandard authority narrative (N02), 

SF 50 standard remarks (N03), and SF 50 nonstandard remarks 
narrative (N04) input card formats, and the basic personnel 
data (N10 through N16) input card formats are used only if 
necessary. 
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Sou'^ce . CPO (SF 52). 

(2) Format . The follovjing data elements of the speci- 
fied input card format will be completed following instruc- 
tions and using codes specified in paragraph E-3 and appeiKiix 

B. 


Employee personnel action request (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code — alvjays "891." 

NOA effective date. 


Outputs . The output of the retention in status quo 
action is an SF 50, as generally described in paragraph h— h.i, 
and more specifically, as follows: 


Notif ication of personnel action . Using submitted 
and employee master record data, and interrogating tables fcji' 
appropriate narratives, the SF 50 is produced with all items 
completed except items 15 through 19. 


E-22. CSC mis cellaneous change action . a. Concept. 

change is any action which re- 
suits in the change, for an employee, or a single item of 

c? notlncluded in fiotherty pe 

of following'^'typon 


Name change 

Change in duty station 
Change in agency code 
Change in occupation code 
Change in tenure group 
FEGLI change 
Change in SCD 

Change in veterans preference 


NOA code 780 . 
NOA code 792 . 
NOA code 79M . 
NOA code 820 . 
NOA code 880 . 
NOA code 881. 
NOA code 882. 
NOA code 883, 
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Change in functional NOA code 885. 

classification 

Change in pay rate NOA code 886 ; 

determinant 

(2) Minimum required input to accomplish a CSC miscella- 
neous change action is completed and submitted as prescribed 
in c below, and validated. The employee master record is up- 
dated with the submitted data and under the continuing condi- 
tions as described in paragraph E-2a. 

( 3 ) An SF 50 is produced (unless the NOA suffix code is 
" 2 ”), using submitted, employee master record, and table data 
DA CIVPERSINS input card 5 is normally produced using submit- 
ted and updated employee master record data. 

b. Input. The minimum data elements of the input card 
formats cited must be completed and submitted to satisfy the 
requirements of the CSC miscellaneous change actions. An 
employee personnel action request (N01) input card format 
is required. The SF 5 0 nonstandard authority narrative (N02) 
SF 50 standard remarks (N03), and SF 50 nonstandard remarks 
narrative (N04) input card formats are used only if necessary 
Also, depending on the nature of the change, the employee 
identification data (N10) 5 employee position data (Nil), or* 
employee location data (N13) input card format is required. 
Other personnel basic data to be included in the ^ personnel 
action may be entered using the N10 through N16 input card 
formats . 

(1) Source . CPO (SF 52). 

(2) F ormat . The following data elements of thespeci- 
fied input card formats will be completed following instruc- 
tions and using codes specified in paragraph E-3 and appendix 

B. 


(a) Employee personnel action request (format N01_^ . 
Social security account number. 


SSAN check digit. 
NOA code. 

NOA effective date. 
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identification data (format (N10) . 
Social security account number. 

SSAN check digit. 


If 

NOA code is 

Enter 


780 

Employee name. 


880 

Tenure group code. 


881 

FEGLI code . 


882 

SCD (also SCD— RIF» if changed), 


883 

Veterans preference code. 

Cc) 

Employee position 

data (format Nil). 


Social security account number. 


SSAN check digit. 


If 

NOA code is 

Enter 


820 

Occupational series code. 



Occupational series code suffix. 


Functional classification code. 
Empl oyee occupational data (format N12) . 

Social security account number. 

SSAN check digit. 

If..N0A code Is Enter 

ray rate determinant.. 

Empl oyee location data (format N13) . 

Social security account number. 

SSAN check digit. 
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If NOA code is 


Enter* 


792 


Duty station location code. 


794 Agency code. 

c. Outputs . The outputs of the CSC miscellaneous change 
actions are an SF 50 and a DA CIVPERSINS input card 5, as 
generally described in paragraphs E-4a and b, and more 
specifically as follows: 

(1) Notification of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
all items except 15 through 19 completed; however, for NOA 
code 820, all items will be completed. 


(2) DA CIVPERSINS input, card 5 . Using submitted input 
and updated employee master record data, DA CIVPERSINS input 
card 5 is produced with submitted changed data being entered 


E-23. AMC PMIS change actions , a. Concept. 

(1) An AMC PMIS change action is any action which re- 
sults in a change to the official records and notification 
of the employee and such change is not reportable to either 
the CSC or the Department of the Army. This would apply to 
the following types of personnel actions: 


Change in organizational 
assignment 

NOA 

code 

903- 

-N13. 

Change in budget project 
account number 

NOA 

code 

904- 

-N13. 

Change in title 

NOA 

code 

907- 

-Nil. 

Change in job number 

NOA 

code 

908- 

-Nil. 

Change in organization 
name 

NOA 

code 

909- 

-None . 


(2) Minimum required input to accomplish an AMC PMIS 
change action is completed and submitted as prescribed in b 
below, and validated. The employee master record is updated 
with the submitted data. 

(3) An SF 50 is produced (unless NOA suffix code is 
'•2"), using submitted, employee master record, and table data. 
No DA CIVPERSINS input is normally produced. 
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The rainimuin data elements of the input card 
formats cited must be completed and submitted to satisfy the 
requirements of the AMC PMIS change actions. An employee 
personnel action request (N.01) input card format is required. 
The SF 50 nonstandard authority narrative (N02) SF 50 
standard remarks (N03), and SF 50 nonstandard remarks narra- 
tive (h04) input card formats are used only if necessary. 
Also, depending on the nature of the change (except NOA code 
909;, an employee position data (Nil) or employee location 
data (N13) input card format is required. Other personnel 
basic data to be included in the personnel action may be 
entered using the N10 through N16 input card formats. 

(1) Source . CPO (SF 52), 


(2) Earmat,. The following data elements of the speci- 
fied input card formats will be completed following instruc- 
lons and using codes specified in paragraph E-3 and appendix 


Eiriployee personnel action request (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code. 

NOA effective date. 

Employee position data (format Nil). 


Social security account number. 

SSAN check digit. 

If NOA code is Enter 

907 


Occupational series code. 
Occupational series code suffix. 


Position number. 

Employe e icoation data (format N13) . 
Social security account number. 

SSAN check digit. 
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If MQA code is Enter 

903 Organization code. 

904 Budget project account number. 

c. Outputs. The output of the AMC PMIS change action is 
an SF 50, as generally described in paragraph E-4a, and more 
specifically as follows: 

No tification of personnel action. ^ Using submitted input 
and employee master record data, and interrogating tables 
for appropriate narratives, the SF 50 is produced with all 
items usually being completed; for NOA code 909, however, 
ibems 15 through 19 are omitted. 


E_24. da CIVPERSINS data change actions. a. Concept . 


(1) A DA CIVPERSINS data change is any action which re- 
sults in a change or correction, for a DA employee, of a 
single DA CIVPERSINS data element and such single data ele- 
ment is not included in one of the CSC reportable data change 
actions (para E-22). This would apply to the following types 
of change actions: 


Social security account number 
Sex 

Date of birth 

Citizenship 

Physical handicap 

Time basis of employment 


NOA code 911. 

NOA code 912 . 

NOA code 913. 

NOA code 914. 

NOA code 916. 

NOA code 917 (to 
correct only) . 


Position tenure 
Pay plan 

Grade or level 


NOA code 918 . 

NOA code 919 (to 
correct only) . 

NOA code 921 (to 
correct only) . 


Step or rate 


NOA code 922 (to 
correct only). 
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Salary 
Pay basis 
Command 

Unit identification code 

Function designator 
Career program code 
Type of appointment 
Submitting office number 

(2) Minimum required in;^ 
data change action is completed 
in b below, and validated. The 
dated with the submitted data. 


NOA code 923 (con- 
vert from 894). 

NOA code 924 (to 
correct only) , 

NOA code 926 (to 
correct only) . 

NOA code 927 (to 
correct only) . 

NOA code 928. 

NOA code 929. 

NOA code 930. 

NOA code 931 (to 
correct only) . 

to accomplish a DA CIVPERSINS 
and submitted as prescribed 
employee master record is up- 


(3) An SF 50 is produced (unless NOA suffix code is "2") 
using submitted, employee master record, and table data. DA 
CIVPERSINS input card 5 is produced using submitted and up- 
dated employee master record data. 

Input . The minimum data elements of the^ input card 
formats cited must be completed and submitted to satisfy the 
requirements of the DA CIVPERSINS data change actions. 

(1) Source . CPO. 

. Format . The following data elements of the specified 

input card formats will be completed following instructions 
and using codes specified in paragraph E-3 and appendix B. 

(a) Employee personnel action request (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code. 

• NOA effective date. 
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(b) Em ployee identification data (format N10) . 
Social security account number. 

SSAN check digit. 

If NOA code is Enter 

912 Sex code. 

913 Date of birth. 

916 Physical handicap code. 

(c) Employee position data (format Nil) . 

Social security account number. 

SSAN check digit. 

If NOA code is Enter 


914 

918 

919 

929 

930 


Citizenship code. 
Position tenure code 
Pay plan. 

Career program code . 
Type of appointment . 


(d) Employee occupational data (format N12) . 
Social security account number. 


SSAN check digit.,.' 
If NOA code is 


■Enter 


921 

922 



923 

924 


Grade or level. 
Step or rate. 
Salary . 

Pay basis. 
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(e) Employee location data (format N13) . 
Social security account number. 

SSAN check digit. 

If NOA'code is Enter 


926 

927 

928 
931 


Command code. 

Unit identification code. 
Function designator. 
Submitting office number. 


(f) Employee status and dates data (format N14) . 

Social security account number. 

SSAN check digit. 

If NOA code is Enter 

Time basis of employment code. 

(g) social security account nu mber change data 

(format Nl?) . 

Social security account number. 

SSAN check digit. 

If NOA code is Enter 


911 


New social security account 
number . 


c. Outputs. The outputs of the DA CIVPERSINS data chang 
action are an SF SO (unless suppressed) and a DA CIVPERSINS 
input card 5, as generally described in paragraphs E-4a and 
b, and more specifically, as follows: 

Jl9t3-ftGation of personnel action . Using submitted 
input and employee master record data, and interrogating 
tables for appropriate narratives, the SF 50 is produced with 
all Items, except 15 through 19, usually being completed. 
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Note. The production of an SF 50 for local use and em- 
ployee notification is optional with the system user. If 
not desired, enter code ”2" in NOA suffix of input card format 
N01. 

(2) DA CIVPERSINS input, card 5 . Using submitted input 
and updated employee master record data, DA CIVPERSINS input 
card 5 is produced with submitted, changed, or corrected data 
being entered. 
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5, VtTEHAN PREFESINCE 
1.-/JO 

^ - 5 PI 


l.-«JViRC5(r<;j I'ntydedtnfri cjii ) 

1, -swFUGHII 
1 2. MATURE Of ACTION 


15. «OFA! P05HJ0M THU AND NUMBER 


IP, name and location of EM?i dying omcE 


(FOR At; ESC Y USE) 


I. MAMF |C/lf.S) LAST - FIRST - MlDDlE MR. « MISS - MRS. 


2. [FOR AGESCY USE) 


3 - 10 Pt. DiSAft 

4 > 10 Pt COMP. 


5.- 10 pr. OiHUt 


I. - WAIVED 

R • COV|Rfp'(/f^. and ofl.) 



13. EFFECTI 'E DATE 14. CIVIL SERVICE OR OTHER lECAl 

(Mo.. Day. Year) AUTHORITY 


16. PAY PLAN AND 37. ia) GRADE (6) STEP IS. SATARY 

OCCUPATION CODE OR OR 

LEVEL RATE 


20. TO: POSITION TIIU AND NUMBER 

21. PAY PLAN AND 

22. (n) GRADE (6) STEP 

! 23. SALARY 


OCCUPATION CODE 

OR OR 




LEVEL RATE 


24. NAME AND LOCATION OF EMFiOYBNG OFFICE 



28. POSITION OCCOPIEO 29. 

> - COMPETITIVE SERVICE ' ffifoM ' .' 
1 2 -EXCEPTED 

.■ SERVICE 


H a, SUBJEa lO COMPlETiON OP k YEAR PROBATIONARY {OR TRIAL) PERIOD COMMENCING^ 

B. SERVICE COUNTING TOWARD CAREER (OR PERM) TENURE fftOMi . 

SEPARATIONS; SHOW REASONS BitOW, AS REQUIRED. CHECK IP APPlICABLEi I I C. DURING 


APPORTIONED POSHIofr ” 


31, DATE Of APPOINTMENT A/PIDAVIT MwMfJOJt# 

32, OFFICE MAJNTAINIMO PERSONNEl FOLDER Uf di/ftrtnt from emphying a/jic'^ 

33, CODE Employing oepartmeni or agency " 

AR department OF THE ARMY 


34, SIGNATURE {Or oth*r authen tication) AND Iftll 
FOR THE APPOINTING OFFICER 


3. CIVIL SERVICE CQAMAISSION COPY {WASHINGTON, D. C 20415) 


Figure E- 1 . Notification, of personnel action. 
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PREPARATION OF DA FORM 2515 (PAYROLL CHANGE SLIP) » 

INCLUDING DA CIVPERSINS INPUT 

F-1. Purpose . This appendix describes the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
method of identifying the requirements for and producing DA 
Form 2515 (Payroll Change Slip), updating of the employee 
master record, and automated preparation of input to the 
Department of the Army Civilian Personnel Information System 
(DA CIVPERSINS). 

F-2. Preparation of DA Form 2515 . Concept . 

a. The DA Form 2515 production system is a procedure by 
which the DA Form 2515 document is produced, the employee 
master record is updated, and input cards to DA CIVPERSINS are 
produced . 

b. The process is initiated through the preparation of' 
reports request parameter data (format N75), pay adjustment 
parameter data (format N70) input group actions, or _ employee 
personnel action request input (format N01) for individual 
actions, plus employee data inputs (formats N10 through N16) 
as prescribed for the various categories of payroll change 
actions (para F-3 through F-11). The input is keypunched 
and subjected to edit and validation checks. If data sub- 
mitted are invalid, or if any required data elements are 
omitted, the action is rejected and an error listing is 
produced. 

c. The employee master record file is ..updated with data 
peculiar to the personnel action. Using existing master rec- 
ord data and submitted data, and interrogating the AMC PMIS 
tables (organization, pay, location and authorized signature), 
the DA Form 2515 is produced. The DA CIVPERSINS input card 
and control listing are produced in the prescribed format. 

d. The DA Form 2515 and DA CIVPERSINS input and listing 
are reviewed for technical content and accuracy. The DA Form 
2515 is submitted for any required administrative concurrences, 
authentication, and distribution. The DA CIVPERSINS cards are 
transmitted to Department of the Army (DA). 

F-3. Quality i-ncrease actions , a. Concept . 

(1) A quality increase action, nature-of-action (NOA) 
code 892, is an individual pay change action which increases 
the employee's step or rate with no change in pay plan or 
grade, and increases the salary. 
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(2)^ Minimum required input to accomplish a quality in- 
crease IS prescribed in b below. 

The employee master record is automatically updated 
with the submitted data, as follows: ^ 

(a) NOA code 892 is entered in NOA code. 

(b) Effective date is entered in NOA code. 

(c) Step or rate is increased by one and new step is 

entered in step or rate. ^ 

(d) Using pay table code, pay plan, grade or level ena 

it\TeleTiTll{e^y: " interrogated and new ’salary 

tf n plan is ’*63” and new step or rate is "4" or 

Tl code N and date (if not prior to the effec- 

tive date) are deleted from the suspense file. 

^ produced automatically using sub- 

cSd 4’irnrS/^H°’^K CIVPERSINS input 

DA CIVPERqTM?*^ identification data, the NOA code, 

and sllary'^' effective date and the new step 

put to^DA'^CIVPERSIMS reviewed and distributed, and in- 

in paragraph E?2a I'eviewed and transmitted as prescribed 


subm^-t-hA ^^^^ '* minimum data elements cited below must be 

?ecojr prSnc^f^r of the employee master 

input.’ ^ duction of the DA Form 2 515, and the DA CIVPERSINS 

(1) Source. CPO (SF 52 or other prescribed authorization), 
bv foil ' 4 - i^oiio^ibg data elements will be completed 


gii ^loyee perso nne l action request data (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code — Enter ”892," 

Effective date. 
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Signature block code — optional. Enter only if signature 
block is to contain name and title of official other than 
that entered in the employee master record. 


F- 4. . Fully automated within-grade increase actions . a . 

Concept . 

(1) The fully automated within-grade increase action, 

NOA code 89 3 , is a group pay change action which increases the 
employee's step or rate with no change in pay plan or grade, 
thereby increasing the salary. 

(2) Minimum required input to accomplish fully automated 
group within-grade increase actions is submitted, as prescribed 
in b below. The system scans each employee record for data, 

as follows: 


(a) The employee must be in pay plan GS , WD, WG, WL, WN, 
or WS . 

(b) If in pay plan GS , tenure group code must be "1" 
through "6." 

(c) Time basis of employment code must be "1" or "2." 


(d) Step must not be the maximum for the pay plan and 
grade . 

(e) Suspense code Q (within-grade increase, other than 
normal) or code N (within-grade increase due--DA Form 2515 
prepared) must not be present. 


(3) If these basic conditions are satisfied, the system 
computes the qualifying period appropriate to each pay plan, 
grade, and step from the date of last equivalent increase. 
Providing the qualifying period is to be completed within 90 
days for GS and within 30 days for WD, WG, WL, WN , or WS , 

DA Forms 2 515 are prepared for within-grade increase for all 
newly qualified employees, using the pay period table to 
establish the effective date, and suspense code N and effec- 
tive date is entered in a suspense field. The suspense list 
of DA Forms 2515 prepared and suspense list of pending within- 
grade actions are produced (fig F-1 and F-2). 

(4) The DA Forms 2 515 are reviewed for accuracy and con- 
tent, or referred to superiors (if required) for determination 
of acceptable level of competence and routed 

and leave activity for determination of excess of LWOP Cleave 
without pay). For excess leave, the DA Form 2 515 effective 
date and suspense code N and date are changed concurren y, 
if level of competence is not acceptable, suspense code N is 
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manually deleted and suspense code Q (within-grade increase 
other "than normal), with date of reconsideration are manually 
entered (N16 input card format). ^ 


(5) When the suspense date is equal to the current date 
the system updates the master records as follows: ’ 

(a) Code 893 is entered in NOA code. 


(b) Suspense date is entered in NOA code effective date 
and date of last equivalent increase; suspense code N and date 
are deleted from the suspense field. 


rate . 


(c) The step is increased by one and entered in step 


or 


Using pay table code, pay plan, grade, and new step, 

_ pay table is interrogated and the new salary is entered 
in salary. 

the same time, DA CIVPERSINS input card 4 is pro- 
affected employee, basic identifica- 
tion data, NOA code, DA CIVPERSINS suffix code, effective date, 
new step, and salary. ’ 

to DA^^ CIVPERSINS input is reviewed and transmitted 


o!?k minimum data elements as cited below must 

mated^w^^h?^ system to perform the fully auto- 

jnated withxn-gpade increase acirions. 

Pye date. On or immediately following each pay 
period beginning date. ^ ^ ^ 


(2) |! g . pmat . The following data elements will be entered: 
^POJ^ts request parameter data (format N75) . 

Product request field--Enter "31." 


=: if 


Suspense code — Enter "N" or "Q." 

Suspense date— Enter changed effective or reconsid- 
eration date. 
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F-5. Semi automated within-grade increase actions . a. Concept . 

(1) The semiautomated within-grade increase action, NOA 
code 893, is an individual pay change action which increases 
the employee's step or rate with no change in pay plan or 
grade, and increases, the salary. 

(2) After notification on the within-grade increase sus- 
pense list that an increase is due, the input to accomplish 
semiautomated within-grade increase actions is submitted as 
prescribed in b below. After verification of input data, the 
AMC PMIS computer programs process the action in accordance 
with the fully automated procedures previously established. 

(3) When the action becomes effective, a new predeter- 
mination of the due date for the next increase may be neces-_ 
sary. At that time a suspense code Q and new date due (within- 
grade increase due, other than normal) will be submitted. 

Input . The data elements cited below must be _ submitted 
to cause the system to perform the semiautomated within-grade 
increase process. 

(1) Source. CPO (civilian personnel office) (within- 
grade increase due suspense list— suspense code Q). 

(2) Due date. 90 days for GS and 30 days for WD , WG , WL, 
WN, or WS in advance of the due date (cited on suspense list). 

(3) Format. The following data elements will be com- 
pleted usTng codes specified in paragraph E-3, and appendix B: 

(a) Employee personnel action request data (format N01) . 

Social security account number. 

SSAN check digit. 

NOA code — Enter "893." 

Effective date. 

(b) Employee suspense data (format N16) . Use only follow- 
ing the effective date and when new predetermined due date is 

required. 

Social security account number. 

SSAN check digit. 
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Suspense code — Enter "Q." 

Suspense date— Enter next within-grade increase due 
date if other than normal. 


F-6. 


Manual within-grade increase actions 


a . 


Concept 


(1) The manual within-grade increase action, NOA code 893 

sSbmis- ' 

on of all change data, results in an update of the employee 
master record and the production of DA CIVPERSINS input. 

manually typed, and all the 
change data are submitted as prescribed in b below. 

CIVPERSINS input card 4 is produced, showing basic 

effectiirdate "^andV^^^ CIVPERSINS suffix code, 

exrective date, and the new step and salary. 

(4) After verification and review, the DA CIVPERSINS 
cards are forwarded to DA. i^-LVi hKblNb 


to Gause~T h e qyqtA^ below must be submitted 

ro cause the system to update the employee master record and 
to produce DA CIVPERSINS input. ^ r^ecorc and 

(1) So urce . CPO (SF 52 or other authorization). 

Jsing^LdlFiSAifJpH elements will be completed 

jsing codes specified in paragraph E-3 and appendix B: 

gUlPloyse personnel action request^ data C format N01) . 

Social security account number. 

SSAN check digit . 

NOA code — Enter "893." 

Form°2515)?^^^^~~^”^^’^ (suppress printing of DA 


Effective date. 

Emplo yee occupational data (format N12) . 
Social security account number. 

SSAN check digit. 
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Step or rate. 

Basis of pay. 

Salary. 

(c) Employee status and dates data (format N14) . 

Social security account number. 

SSAN check digit. 

Date of last equivalent increase. 

F-7. Fully automated pay adjustment actions . a. Concept . 

(1) The fully automated pay adjustment action, NOA code 
894, is a group pay change action which changes the salary to 
conform to a new salary schedule . 

(2) Input required to accomplish the fully automated^ 
group pay adjustment actions are submitted as prescribed in 
b below. 

(3) The system scans each employee record for input iden- 
"tif i 0 d pay table codes . When the system detects a matching 
pay table code and the employee is not assigned a saved ^ rate, 
DA Form 2515 (if not suppressed) is prepared for pay adjust- 
ment using input date as effective date, and obtaining the 
new rate of pay from the changed pay table previously loaded 
as prescribed in appendix D. A listing (fig F-3) is produced 
of all employees assigned a saved rate (pay rate determinant 
code 1, 2, 3, or 4), and a DA Form 2515 is produced with all 
entries completed, except new salary is left blank. 

(4) The employee master record is updated with the new^ 
salary, and DA CIVPERSINS input card 5 (if not suppressed) is 
produced with listing (fig F-4) showing for each affected 
employee, basic identification data, NOA code 923, DA 
CIVPERSINS suffix code, effective date, and new salary. 

(5) The DA Forms 2515 are reviewed, authenticated ( if 
required), and distributed; DA CIVPERSINS input is reviewed 
and transmitted to DA. 

(6) For those employees shown on the saved-rate listing 

determined to be eligible, the pay adjustment action is proc- 
essed by determining eligibility for and a new saved (if 

applicable), entering the new salary on the DA Form 2515, and 
submitting the new salary (N12 card). 
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b. Input . The data elements cited below must be sub- 
mitted to cause the system to perform the fully automated pay 
adjustment action process. The input document identifier 
codes specify the process as a pay adjustment action and trhe 
additional data identifies the pay table codes involved, the 
pay period indicator codes with the related effective date , 
and the appropriate remarks narrative (if any) associated with 
each new pay table (per pay table code). 

(1) Source . CPO (new pay schedule authorization 
documents )h 


(2) Format . The following data elements will be entered: 
Pay adjustment parameter data (format N70). 


Data element 

Document identi- 
fier code 


Card 

columns Instructions 

1-3 Enter "N70." 


Changed pay 
tables 


Pay period 
information 


Authent icat ion 
date- -DA Form 
2515 


Suppression 

designator 


Beginning in position four, enter 
without break the two-digit, nu- 
meric codes, locally assigned, 
of the pay tables affected, for 
a maximum of 10 pay tables. 


Beginning in position 24, enter 
without break the one— digit pay 
period indicator code applicable 
and the corresponding pay adjust- 
ment effective date. Enter date 
in six-digit numeric month, day, 
and year sequence, i.e., 060172, 
Enter up to maximum of four- 
paired, pay period indicator 
codes and effective dates. 


52-57 


58 


If left blank, effective date 
minus 3 days is entered in DA 
Form 2515 in the line immediately 
below Item 24; otherwise, enter 
desired authentication date in 
month, day, and year sequence. 




rovm and DA 


CIVPERSINS card 5 produced . 

r only produced. 

C-DA CIVPERSINS card 5 only 
produced. 
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Card 

Data element columns Instructions 

B — Neither DA Form 2 515 or DA 
CIVPERSINS card 5 produced. 

Blank 59-80 Leave blank. 

(b) D A Form 2515 remarks data (format N71) . Use only if 
remarks (authority) must be entered in item 17 of the DA Form 


2515. 

Card 



Data element 

columns 


Instructions 

Document identi- 
fier code 

1-3 

Enter 

•’N71.” 

Pay table code 

4-5 

Enter 

two-digit, numeric code, 

• 1 - 


locally assigned, of the pay 
table to which the remarks will 
apply. 


Enter alphanumeric remarks nar- 
rative, left- justified. If nar- 
rative exceeds position 47, break 
word or hyphenate on or before 
position 47. 

Beginning in position 48 , con- 
tinue narrative (if exceeding 
first line) i otherwise, leave 
blank . 


1st line, ^ 6-47 

remarks narrative 


2d line, 48-76 

remarks narrative 


Blank 77-80 Leave blank. 

Note. Prepare format N71 for each pay table code entered 
on format N7 0 for which a remark is required — do not prepare 
format N71 if no remark is required. 


Semiautomat ed 


adjustment actions. 


Concei 


(1) The semiautomat ed pay adjustment action, NOA code 
894, is a group pay change action for certain groups of 
employees which changes the salary to conform to a change ^ 
from a currently authorized regular pay schedule to a special 
pay schedule, or from a special pay schedule to a regular 
schedule. 
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(2) The personnel information retrieval system (app 1<) 
is used to obtain a listing of the special group affected, 
and the pay table code of the pay table to which the employee 
is to be assigned is entered into the employee master record 
through input card, employee occupational data (format N12), 

(3) Other required input card formats are prepared and 
the same processes are accomplished as for the fully automated 
action. 


The data elements below must be submitted to 
cause the system to perform the semiautomated pay adjustment 
action process. The personnel data card provides the link 
between the old and the new pay table codes through the sub- 
mission of the new pay table code. The pay adjustment iden- 
tifier codes , specify the process as a pay adjustment action 
and the additional data identifies the pay tables involved, 
the pay period indicator code(s) with the related effective 
date(s), and the appropriate remarks narratives (if any) 
associated with each pay table (per pay table code). 

Source ♦ CPO (new pay schedule authorization 
document sT! 

(2) Format . The following data elements will be completed 

, Employee occupational data (format N12) . This input 

format, to change a special group of employees to a regular or 
special pay schedule, must be submitted prior to the execution 
of any fully automated pay adjustment involving the "To" pay 
schedule. '■ ^ 


Card 


Data element 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Enter "N12." 


Social security 
account number 

4-12 

Enter employee's 

SSAN. 

SSAN check digit 

13 

Enter employee ' s 
digit. 

SSAN check 

T’"— k 

14-38 

Leave blank. 
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Data element 

Card 

columns 

Instructions 

Pay table code 

39-40 

Enter two-digit, numeric pay 
table code, locally assigned, 
of the pay schedule to which the 
employee is being assigned. 

Pay table 
determinant 

41 

If applicable, enter changed pay 
rate determinant code . 

Blank 

42-80 

Leave blank . 


(b) Pay adjustment parameter date (format N70) . Submit 
only if special group of employees are being changed from a 
regular to a special pay schedule and the pay _ adj ustment 
processing is' being accomplished other than with fully auto- 
mated pay adjustment. 

Card 

Data element columns Instructions 

Document identi- 1-3 Enter "N70.‘' 

fier code 

Changed pay 4-23 Beginning in position four, enter 

tables without break the two-digit nu- 

meric code, locally assigned, 
of the pay tables affected, for 
a maximum of 10 pay tables. 

24-51 Beginning in position 24, enter 

without break the applicable one- 
digit pay period indicator code , 
and the corresponding pay adjust- 
ment effective date. Enter date 
in six-digit, numeric month, day, 
and year sequence, i.e., 060172. 
Enter a maximum of four pay 
period indicator codes and ef- 
fective dates. 

Output designator 52 Blank — DA Form 2 515 and DA 

CIVPERSINS card 5 produced. 

F — DA Form 2515 only produced. 

C — DA CIVPERSINS card 5 only 
produced. 

B- -Neither DA Form 2515 nor DA 
CIVPERSINS card 5 produced. 

Blank 53-80 Leave blank. 


Pay period 
information 
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(c) DA Form 2515 remarks data (format N71) . Use on3v if 
remarks (authority) mu'^t be entered in item 17 of the Da Form 
2 515. 


Data element 

Document identi- 
fier code 

Pay table code 


1st line, 
remarks narrative 


2d line 

remarks narrative 

Blank 


Card 

columns 

1-3 


4-5 


Instructions 


6-47 


48-76 


Enter "N71," 


Enter two-digit, numeric code, 
locally assigned, of the pay 
table to which the remark will 
apply. 

Enter alphanumeric remarks nar- 
rative, left-justified. If nar- 
rative exceeds position 47, break 
word or hyphenate on or before 
position 47. 

Beginning in position 48, con- 
tinue narrative, if necessary; 
otherwise, leave blank. 


77-80 Leave blank. 


F-9. Manual pay adjustment actions , a... Concept . 

. manual pay adjustment action, NOA code 894 , is an 

individual pay change action which, through the submission of 
5^ change data, results in the update of" the employee master 

Fopm 2515, and the production of 
DA CIVPERSINS input. This process provides a means by which a 
pay ad j ustment action may be accomplished when the fully and 
semiautomated processes (para F-7 and F-8) are not applicable 
(e.g. , processing a pay adjustment for an employee upon 
expiration of a saved rate). ^ 

. I'he required input to be submitted is as described 

in b below. 

(3) The employee master record is updated with the new 

pay rate determinant code, if submitted); DA Form 
P^°duced (with pay rate determinant remark and new 

CIVPERSINS card 5 is produced show- 
data, NOA code (923), CIVPERSINS 
effective date, and new salary (if changed pay 
rate determinant code is submitted, an additional card 5 is 
produced specifying the changed code) . 
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(4) The DA Forms 2515 are technically reviewed > authenti- 
cated (if required), and distributed. DA CIVPERSINS input is 
reviewed and transmitted to DA. 


^ • Input . The data elements cited below must be sub- 
mitted to cause the system to update the employee master rec- 
ord, produce DA Form 2515, and produce DA CIVPERSINS input. 

(1) Source . CPO (saved-rate or suspense (A) listing). 

*^2) Format . The following data elements will be entered 
as specified in paragraph E-3, appendix B, and as follows: 

( a ) Employee personnel action request data (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code — Enter "894." 

Effective date. 

(b) Employee occupational data (format N12) . 

Social security account number. 

SSAN check digit. 

Employee step or rate--optional . 

Basis of pay. 


Salary. 

Pay table code — if changed. 

Pay rate determinant — if changed. 

(c) Emplo yee status and date dat a (format ^14^ . Submit 
only if date of last equivalent increase is changed. 

p-10. Pay adjustment to ful l -time, part-time, or intermittei^ 
employment . a. Concept . 

(1) The pay “<‘1“='^;;'= iran^'inlividuS^pS 

ShSif a:??or«richr^“pS;gh the euhmlesion of time haeis of 
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employment code change, results in the update of the employee 
record, the production of DA Form 2515, and the production of 
DA CIVPERSINS input (card 5 showing, in addition to basic 
identification data, NOA code (917), CIVPERSINS suffix code, 
effective date, and new time basis of employment code). 

(2) The DA Form 2515 is technically reviewed, authenti- 
cated, and distributed. DA CIVPERSINS input is reviewed and 
transmitted to DA. 

b. Input . The data elements cited below must be submitted 
to cause the system to update the employee master record , pro- 
duce DA Form 2515, and produce DA CIVPERSINS input. 

(1) Source . CPO (SF 52 or other authorization) . 

(2) Format . The following data elements will be completod 
using the codes specified in paragraph E-3, appendix B, and 

as follows: 


Etnployee personnel action request data (format N01 ) . 
Social security account number. 

SSAN check digit. 

NOA code--Enter "894," 

Effective date. 

Employee status and date data (format N14). 


Social security account number. 

SSAN check digit. 

Time basis of employment — Enter appropriate one- 
digit code: 


1 — Full time. 

2 — Part time. 

3 — Intermittent. 


Concep t " P^y increase /decrease actions 


0 . 
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which, through the submission of minimum change data, result 
in the update of the employee master record with the submitted 
data, production of DA Form 2515, and production of DA 
CIVPERSINS input (card 5 showing basic identification data, 
the NOA code (923), CiyPERSINS suffix code, effective date,, 
and new salary) . 

(2) The required and optional input to be submitted is 
as described in b below. 

(3) The DA Form 2515 is technically reviewed, authenti- 
cated, and distributed. DA CIVPERSINS input is reviewed and 
transmitted to DA. 

Input . The data elements cited below must be sub- ^ 
mitted, and those indicated as optional must be submitted if 
these data are changed, to cause the system to properly process 
the actions. 

Source . CPO (SF 52 or other authorization). 

(2) Format . The following data elements will be completed 
using codes specified in paragraph E-3 , appendix B, and as 
follows : 

(a) Employee personnel action request data (format N01) . 

Social security account number. 

SSAN check digit, 

NOA code — for pay increase, enter "896"; for pay 

decrease enter "897." 

Effective date. 

(b ) Employee occupational data (format N12) . 

Social security account number. 

SSAN check digit. 

Employee step or rate — optional . 

Basis of pay. 

Salary. 

Pay rate determinant--optional . 
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^“12. Step rate change actions , a. Concept . 

(p The step rate change action, NOA code 899 , is an 
individual pay change action which results in the update of 
the employee master record step or rate, date entered step 
or rate, and salary data elements, production of DA Form 2515 
and production of DA CIVPERSINS input (card 4 showing basic' ^ ’ 
Identification data, the NOA code, CIVPERSINS suffix code 
effective date, new step or rate, and new salary) . 

(2) The required- input to be submitted is as described 
in b below. 


(3) The DA Form 2515 is technically reviewed, authenti- 
cated, and distributed. DA CIVPERSINS input is reviewed and 
transmitted to DA. 


b. Input . The data elements cited below must be submitted 
to cause the system to properly process the actions . 

(1) Source . CPC (SF 52 or other authorization). 

. ^2) Format . The following data elements will be completed 
using codes specified in paragraph E-3, appendix B, and as 
follows: 


Employee personnel action request data (format N01) . 
Social security account number. 

SSAN check digit. 

NOA code- -Enter "899," 

Effective date. 

Employee occupational data (format N12) . 

Social security account number, 

SSAN check digit. 

Employee step or rate. 

Basis of pay — if changed. 

Salary. 
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Figure F-1. DA Forms 2515 produced 
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Figure F-3, Saved rate listing. 
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PREPARATION OF DA FORM 1052 (EMPLOYEE PERFORMANCE RATING) , 
PERFORMANCE RATING AND CAREER APPRAISAL SUSPENSE LISTS, 

AND EMPLOYEE MASTER RECORD UPDATE 

G-1. Purpose. This appendix describes the AMC PMIS (US Army 
Materiel Command Personnel Management Information System) 
method of identifying requirements for, and producing DA Form 
1052 , producing performance rating and career appraisal sus- 
pence lists, and updating the employee master record. 

G-2. System title--Performance ratings and career appraisals . 
Concept. The AMC PMIS performance rating and career appraisal 
system is a procedure which automatically : 

a. Produces DA Form 1052 , heading only, for probationary 
or trial period rating 8 months after the probationary or 
trial period began. 

b. Produces DA Form 1052, heading only, for employees 
due an official performance rating recorded on a DA Form 1052, 
3 months prior to the end of the rating period- -adjusting 
"To” date of noncareerist 6S employees to correspond to the 
anniversary of the date of last equivalent increase, 

c. Produces employee performance rating suspense list 
showing employees for whom a performance appraisal is due . 

d. Produces career appraisal suspense list showing 
employees due for a career appraisal, 2 months prior to the 
due date . 

e. Produces delinquent list of employee career appraisals 
for employees whose career appraisals are 1 or more months 
past due. 

f. Updates the employee master record as follows; 

(1) When DA Form 10 52 and career appraisal suspense lists 
are produced, suspense code T (DA Form 1052 prepared or 
career appraisal due) and date ((To) or due date) are entered 
in a suspense field. 

(2) For noncareerists (career program code 00, DA Form 
1052 prepared) — 

(a) If performance rating and date are submitted, rating 
and date are entered in performance rating and date of rating, 
and suspense code T and date are deleted from the suspense 
field. 
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(b) If performance rating and date are not submitted on 
or subsequent to suspense code T date, code S (satisfactory) 
is entered in performance rating, suspense code T date ((To) 
date) is entered in date of rating, and suspense code T and 
date are deleted from the suspense field. 

(3) For careerists (career program code not 00, career 
appraisal due)-- 

(a) Performance rating and date of rating are updated 
in the same manner as described in (2)(a) and (b) above, bvrl 
suspense code T and date are not deleted . 

(b) Suspense code T and date are deleted only upon 
receipt of suspense code T deletion. 

Note . Upon receipt by the civilian personnel office 
( CPOl of completed DD For*m 15 5 9 (Employee Career Appraisal)^ 
and always subsequent to the due date, suspense code T 
deletion is prepared and submitted (N16 card). 

^ (c) If suspense code T and date are present and the clii1:o 

IS more than 1 month prior to the current date, the employco* 
name and data are entered on Report No. 32, Delinquent List 
of Employee Career Appraisals. 

G~3. Input . The following input formats are to be completed 
as necessary , to support the performance rating and careei' 
appraisal system. 

Employee status and dates data (format N14) . The 
employee status and dates data input card is the means by 
which employee ■ performance rating and date, of performance 
rating are entered into the master record. It is used for 
this purpose only when it is necessary to enter a performunco 
rating of outstanding (code 0) or a rating of unsatisfactory 
(code U) rarely, if ever, does the system require that a 
rating of satisfactory (code S) be manually entered; it is 
also used to manually enter date or performance rating““Only 
when it is necessary to override a system entered date. 

(1) Source . CPO (DA Form 1052). 
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( 2 ) Format . 



Data element 

Card 

columns 

.Instructions 

Document identi- 
fier code 

1-3 

Enter "N14." 

Social security 
account number 

4-12 

Enter SSAN. 

SSAN check digit 

13 

Enter SSAN check digit. 

Civilian perform- 
ance rating 

14 

Enter appropriate alphabetic 
code as follows : 



0 — Outstanding. 

S — Satisfactory. 

U--Unsatisfactory . 

Date of perform- 
ance rating 

15-20 

Enter six-digit, numeric date 
in month, day, and year sequence 
(999999) . 

Blank 

21-80 

Leave blank if no other entries 
are required. 

b . Employee 

suspense 

data (format N16). The employee 


suspense aaiia input uunu xo unc - t . j 

notified that the employee career appraisal has been completed 
and received by the CPO, On or after the career appraisal 
due date, and after reports 27 and 32 have been run, 
provided the career appraisal has been 

suspense data card is prepared and submitted to delete the 
suspense code T and date* 


(1) Source . CPO (DD Form 1559). 

(2) Due date . Any time after the career appraisal due 
date — never before. 
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( 3 ) Format . 




Data element 

Card 

columns 


Instructions 

Document identi- 
fier code 

1-3 

Enter 

"N16." 

Social security 
account number 

4-12 

Enter 

SSAN. 

SSAN check digit 

13 

Enter 

SSAN check digit. 

Suspense code 

14 

Enter 

"T." 

Suspense date 

15-20 

Enter 

dash (-). 

Blank 

21-80 

Leave 

blank . 


c- Reports request parameter data (format N75) . The 
reports request parameter data input card is the means by 
which the AMC PMIS is directed to execute the performance 
rating and career appraisal system. At least once a month, 
this input format is submitted requesting reports 27 and 32 
which, together produce the documents and lists and cause the 
updating of the employee master record as prescribed in 
paragraph 6-2. 

(1) Source . CPO. 

_ ^ ^ ^ ^ date . Should be submitted at lease once a month, 
preferably in the beginning. 

(3) Format. 


Instructions 
Enter "N75." 


Beginning in position four, enter 
two-digit report numbers ''2 7'' 
and "32" along with any other 
report numbers up to a total 
of 18. 


Card 

Data element columns 

Document identi- 1-3 

fier code 

Product number 4-39 

fields 
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Card 

Data element columns Instructions 

Retention regis- 40-79 Leave blank. 

ter selection 

parameters 

Blank 80 Leave blank. 

G-4. Output. The following outputs are produced to support 
the performance rating and career appraisal system: DA Form 
1052 (Heading only), employee performance rating suspense 
list, career appraisal suspense list, and delinquent list of 
employee career appraisals. 

a. Employee Performance Rating (DA Form 1052) . The DA^ 

Form 1052, used to assign probationary and trial” period ratings 
and official performance ratings to noncareer program employees, 
produced by the system, is complete in all respects with the 
exeception of those items required to be eompleted by the 
employee's supervisor. The forms are sorted alphabetically 

by employee name, within the first three positions of the 
organization code (i.e. , to branch level) , within command 
code, and unit identification code (UIC). 

Fo^^inat . See figure G-1. 

Due date , For probational or trial period ratings, 

8 months after probation or trial period began j for official 
performance ratings, 3 months prior to due date. 

(3) Disposition, The DA Form 1052 along with a copy of 
the employee's performance rating suspense list (below), are 
distributed to the supervisor for completion of rating (and 
narration, if necessary). 

b . Employee performance rating suspense list, report 
number 27, part I . The employee performance rating suspense 
list shows employees for whom a DA Form 1052 has been pro- 
duced, the installation and organization name (to the branch 
level), employee name, SSAN , command code/UIC, organization 
code, and performance rating period "To" date. It is sorted 
alphabetically by employee name, within first three positions 
or the organization code. (i.e. , the branch level), and within 
command code/UIC, with page break on the first three positions 
of the organization code. The list is used for reference and 
control of performance ratings due . 

(1) Format . See figure G-2. 
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Dispo sition < One copy of the employee performance 
rating suspense list (separated at page breaks) accompanies 
each group of DA Forms 1052 transmitted to the supervisor for 
completion. The remaining copy of the list is retained for 
reference and control of outstanding DA Forms 1052. Upon 
the return of all rating forms for employees shown thereon, 
the list may be retained or destroyed, at local option. 

c* Career appraisal suspense list , report numb er 27, 

• The career appraisal' suspense list shows all infor- 
mation to complete section I of DD Form 1559 for all career 
program enrolled employees due such an appraisal 2 months 
hence. It shows the installation and organization name (to 
the branch level), employee name, SSAN, position title (abbro- 
viated), pay plan, occupation series, grade, command code/ ' ’ 
uic, organization code, career program code, appraisal due 
date, and birth date. It is sorted alphabetically by employee 
name, within first three positions of organization code (i.e. 
the branch level), and within command code/UIC, with pase 
break on the first three positions of the organization coc]e. 
ihe list is used to prepare section I of the DD Form 1559, and 
tor reference and control of career appraisals due. 

(1) Format . See figure 6-3. 

appraisal^*^^ date. Two months prior to due date of the career 

. ^^sposition. One copy of the career appraisal sus- 
pense list C separated at page break), accompanied by a cor- 
responding group of DA Forms 1559 (if prepared by the civilian 

transmitted to the supervisor for com- 
^ career appraisal for each employee listed. The 

retained for reference and 

all apprai.B«l 
^hown thereon, the list may be retained 
or destroyed, at local option. 

number c a reer appraisals, report 

shows tho'-^P list bf employee career appraisali) 

^ career program enrolled employees for whom a 

the submitted within 1 month after 

baL It shows, by each directorate, the employee 

UIC ^ore-anl 7 'Occupation series , grade, command code/ 

record ^ appraisal of 

namr witM^ i’"® is sorted alphabetically by employee 
directorate position of organization code (i.e., the 

rectorate level), within command code/UIC, with page break 
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on the first position of the organization code. It is used 
as a followup with the supervisor of the employee for whom 
a career appraisal is overdue. 

(1) Format . See figure G-4. 

(2) Due date. One month after the due date of the career 
appraisal' and e F c h month thereafter until the appraisal is 
completed. 

^3^ DisDosition. One copy of the list (separated a-t each 
page break) is tranVmitted to the • directorate . The remaining 
copv irretained for reference and control of overdue career 
appraisals received and outstanding. The list 
or^destroyed, at local option, upon receipt of a new list. 
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EMPLOYEE PERFORMANCE RATING 

^ Chf Pt» R»f 400, ChGM«r43Q,C; thi proppuini n»ney fj Qffk* of ih« Deputy Chkf SUN for P* no n n il. 

T7mAME (Ct^ti LAST ■ FIRST* MIDDLE MR. - MISS * MRS. |2. TOSmON TJTLE. NUMBER AND GRADE 


3. NAME AND LOCATJON OF EMPLOYING OFFICE 


4. TYPE or RATING: 


r~l official peafqrmance paying 

I I PPOflATlONAftV OR TRIAU FERIOO RATING {Jf thU 

ta rhart-a/T Harn / r».i •« i i 


15. RATING PERIOD: 


{§ chtcktd^ Utm S muit bt compUUdJ 

6. FOR PROBATIONARY OR TRIAL PERIOD APPRAISALS. CHECK APPROPRIATE BOX BELOW. NO ADJECTIVE RATING IS R EQUinED. 
□ ««Tru««"cE B traits ARE SUCH THAT RETENT.OH IN THE 


n 8 h'^"h'oM THE ^ SEPARATBO FROM THE FEDERAI. SERVICE FOR THE REASON(S) 

8 KOWN ON THE ATTACHEO STANOARD FORM 84 . 


® S"*® supervisor have discussed the performance of the former durlh* 

the rating period shown. The discussion included consideration of any major strengths and dcflelonclos in 
me employee $ perfomance, and actions which boUt supervisor and employee can take to improve such perform- 
ance, Including training^ self-development, and on-the-job assistance* 

which are the basis for adverse action, including action to withhold a step Increase or to give 
an unsatisfactory rating, are described In detail on the reverse of this form or on attached sheets. 

THE OFFICIAL RATING FOR THE PERIOD IS 

L_J outstanding I' j CA'T ici;^ rTF-kDCF | 1 

luPEBVISOft'SSICHATURE — C U UNSATISFACTORY 


I UNSATISFACTORY 


EMPLOYEE’S SIGNATURE 1/ 


REVIEWING OFFICIAL'S SIGNATURE 


APPROVING OFFICIAL’S SIGNATURE 


FOOTNOTES: ‘ 

^PRmchapterht^f rajufres mrillen fuatificalion prior to submission for approval, (See Appeniiix C i, 

OUie'er ^slheao^oo^a omrf,; '* offieiai, except that the Commandlntf 

PP ff ffi ioiforaU ra((ng3 when he is the immediute supervisor of the employee concerned, 

nnrf j reguiVes a prior 90-day warning as provided for in CPR 400, Chapter 4S0.C. 

and must be remewed by the Civilian Personnel Officer for regulatory compliance prior to a^rTal 

^rshTfs‘7JareonTemUnn!!^^ilo'^ discussion has taken place, and that he 

phyees hZTlh7rioLlo Z.T/y^^^^^ / '»“< constitute agreement with the ratlna- Rm- 

P ye ncoe the nghi to have the final rating reviewed uncfgrprocecfurfis described in CPR 400, Chapter 430,C, 


DA'H*"»»lfl52 


pacvioua editions op this form are obsolete. 


EMPLOYE E*fi COPY 1 


Figure G-1. Employee performance rating. 
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Figure G-2. Employee performance rating suspense list. 
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Figure G-3. Career appraisal suspense list. 
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Appendix H 

PREPARATION OF DA FORM 279, SECTION II 

H-1. Purpose. This appendix describes the AMC PMIS (US Array 
Materiel Command Personnel Management Information System) for 
defining and submitting requirements for, and producing DA 
Form 279 (Position Review and Group Action Request List), 
section II. 

H-2. System title . Preparation of position review and group 
action request list. 

H-3. Concept. The AMC PMIS position review and group action 
request list preparation system provides for the automated 
printing of the position review lists showing all employees 
and position data for preselected, organizationally coded 
data furnished with each request in relation to that same 
data in the employee master record file, i*e -5 command code, 
unit identification code (UIC), and organizational code (any 
1-6 pos). When a match is encountered, selected employee ele- 
ments of data are extracted, and when the examination of the 
employee master file has been completed, the extracted data 
are sorted, tables are interrogated for required narratives, 
and the entries for the list are printed. Since vacancy data 
are not contained in the employee master file, a blank page ^ 
is inserted whenever the organization title changes to permit 
manual entry of data for any vacant positions. 

Input . Position review list request data (format N76). 
The pos it ion review list data input format is the means by 
which the system is directed to select, sort, and print the ^ 
data for a group of employees assigned to a specified organi- 
zational entity. 

a. S ource . 

b. Format. 


Data element 


Document identi- 
fier code 

Selection param- 
eter fields 


CPO. 


Card 

columns Instructions 

1-3 Enter "N7 6.'' 


(4-73) Beginning in the first position 

of each field , enter command code , 
4-17 UIC, and organization code (1-6 pos) 
of the organizational segment(s) 
18-31 to be included in each list. A 
maximum of five lists can be re- 
32-45 quested at any one time. A minimum 

H-1 
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Data element 


Card 

columns 

46-59 

60-73 


Explanation 

of command code and UIC must 
be entered; in addition, 1 through 
6 organization code characters 
may be entered. Leave blank any 
unused low-order organization 
code positions of a parameter 
field. 


Blank 


Form indicator 


74-79 Leave blank. 


80 


Leave blank for plain paper out- 
put; enter "1" for preprinted DA 
Form 279 output. 

H-5. Output, a. Position review list . The position review 

siecifierin^thr?^°^®®? w^^thlPTthi-^anization segment as 
specified in the request parameter field. 

(1) If command code and UIC only were specified, all em- 
Sdrand^UIc!*^ master file will be shown with matching command 

(2) If 1 through 6 positions of the organization code 

SoSn”with^ma?^V^^’ employees in the master file will be 

posi?ioi?w??^ ^io® <=onu?and code, UIC, and organization code 
SJI im ? specified positions. Entries are sorted 

JodTln?ftl Within position number, occupational series 

Dlfn senes, grade (high ^o low), pay 

UIC W 3 th na code (all 6 pos), and command code/ 

UIC, with page break, insertion of blank page, and entering 

ccdr(aU®riof)"°n ocaurring cn cha^gl in organII«?f„ 

of Lleetiln’^parin,^?!? 

b. Format > See figure H-1, 

insert any vacancy posi- 
blank pages^^ ^ each organization cited on intervening 


H-2 
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Figure H-1- Position Review and Group Action Request List. 
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Appendix I 

PREPARATION OF RETENTION REGISTER 

I-l. Purpose. This appendix describes the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
method for defining requirements and producing retention 
registers. 

1-2. System title . AMC PMIS preparation of retention 
registers. 

1-3. Concept. a. The AMC PMIS preparation of retention 
registers system is a procedure which automatically produces 
retention registers for all or selected groups of employees , 
as requested. The register reflects retention standing of 
competing employees serving in positions not limited to 1 
year or less in the competitive service, or of competing em- 
ployees in the excepted service in the event of a reduction- 
in-force (RIF) and/or placement type action. 

b. Normally, the registers include all serviced civilian 
Army and non-Army employees. However, the registers will in- 
clude organizational interest employees (type-of-civilian rec- 
ord code D) when competitive area and competitive level codes 
are entered in the employee master record, 

c. Retention registers are obtained by submitting AMC 
PMIS reports request parameter data input card containing 
Report No. 40, and making at least one entry in a retention 
register selection parameter field. Retention registers may 
be requested for all employees, for all employees in a com- 
petitive area, by competitive or excepted service within a 
competitive area, by pay plan within the first two criteria, 
by grade or level (and all lower grades within the first three 
criteria), and by specific competitive level. Up to f our ^ 
distinct selection criteria may be submitted at any one time. 

d. Within the selection parameters submitted the system 
will produce the retention registers. The service computation 
date (SCD) (RIF) as entered in the employee master _ record is 
reduced by 4 years if the employee has an outstanding perform- 
ance rating. For manual adjustment as may be necessary, 
additional information, as follows, if in the employee master 
record, is shown. 

Occupying obligated position (military service type) . 

Serving probat ional period. 


I-l 
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Temporary promotion or reassignment. 

Conversion to career conditional or career tenure 
due . 

Statutory retention after military service. 

Receipt of unsatisfactory performance rating. 

Date of outstanding performance rating. 

1-4. Input . a. AMC PMIS reports request parameter data 
^:^rma t N7 5 ) . The reports request parameter data inpuif V; < i T'I I 
IS the means by which AMC PMIS is directed to execute tin' 
system and the selection criteria, when retention reed fii oj"; 
are required. e. • • • 

» CPO (civilian personnel office). 


Instructions 
Enter "N75." 


Beginning in position 4, enhii' 
two-digit product number 40. 

Other report requests may be 
entered at the same time , up I < i 
a maximum of 18. 

Code from left to right , as 
follows, for registers being 
requested. 

” A11 . " Retention registers will 
be prepared for all employees . 

Competitive area code . RetenI 
registers will be prepared far 
all employees in the competiti 
area entered. 

Competitive area and position 
occupied . Retention registers 
will be prepared for all emplo'/j5.^tv 
in the competitive area per the. 


c. Format. 


Data element 

Document identi- 
fier code 

Product number 
fields 


Card 

columns 

1-3 

4-39 


Retention reg- 
ister selection 
parameters 


40-79 


1-2 
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Card 

Data element columns Instructions 

position occupied code entered 
(competitive or excepted service). 

Competitive area, position 
occupied, and pay plan . Retention 
registers will be prepared for 
all employees in the competitive 
area per the position occupied 
code and pay plan entered. 

Competitive area, position 
occupied, pay plan, and grade . 
Retention registers will be pre- 
pared for all employees in the 
competitive area per the posi- 
tion occupied code, pay plan, 
grade entered, and all grades 
lower in sequence. 

Competitive area, position 
occupied, pay plan, grade and 
competitive level . Retention 
register will be~ prepared for 
all employees in the competitive 
area per the position occupied 
code, pay plan, grade, and 
competitive level code entered. 

Note. A maximum of four selection parameters can be en- 
tered for any one computer run. If more are required', addi- 
tional format (s) N75 must be prepared as above. 

Blank 80 Leave blank. 

1-5. Output . a. Retention register. Report No. 40 . 

(1) The retention register contains employee data 
broken out by individual competitive levels for use in the 
event of a RIF and/or placement type actions. Employees shown 
are classed in retention groups I, II, or III on the basis 
of tenure, and within each group to reflect employees with 
veterans preference (subgroup A) and those without preference 
(subgroup B). Employees are ranked by SCD for RIF purposes, 
reflecting creditable service and performance rating as may 
be applicable, within subgroups in the order of earliest 
(RIF). If there are no employees within a subgroup, the word 
"NONE" is printed. 
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(2) Nor-mally, the retention register will consist of 
two parts for each competitive level. The first part will 
contain position titles and organization titles of the em- 
ployees shown in the second part. The second part, the re- 
tention register itself, shows the complete competitive level 
code (combination of pay plan, grade, and competitive level 
code), whether competitive or excepted service, group and sub- 
group, employee name, position title (abbreviated), occupation 
series, command code/unit identification code (UIC), organi- 
position number, physical handicap code, and SCO 
(RIF; in year, month, and day sequence, followed by applicable 
notes and dates of conditions which may require alteration of 
the employee's retention standing. Noncompeting temporary 
employees in the same competitive level, if any, will be shown 
separately, following the competing employees. 

b. Format . See figure I-l. 


Output audit instructions . Review notes and 
necessary, make manual ad3ustments to the employee's 
standing and/or competitive level. 


as 

retention 


d. Disposition , 
cable regulations. 


After use, retain or destroy per appli- 


1-4 



RETENTION REGISTER PRINTER FORMAT POSITION TITLE SECTION 


AMCR 690-^ 



1^5 


Figure I-l. Retention Register. 
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Figure I-l — Continued 
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Appendix J 

RECURRING REPORTS, LISTINGS, AND ROSTERS 

(Including employee master record update) 


J-l . Purpose. This appendix describes the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
method for submitting requirements to process, update actions 
for the employee master record, and produce recurring reports, 
listings, and rosters. 

j-2. System title . AMC PMIS general management information 
recurring reports, listings, and rosters. 


J-3. Concept , a. The AMC PMIS recurring, fixed-format 
report, listings, and roster, preparation is a procedure which 
automatically produces reports, listings, and rosters, as 
requested, and at the same time, if applicable, performs 
selected update actions to the employee master record. The 
system products, described in detail in paragraph J-5, are 
as follows: 


Product 

number 

01 

02 

03 

04 

05 

06 
08 

09 

10 
20 
21 
22 


Title 

Alphabetical Roster. 

Pay Plan Roster . 

Personnel by Major Organization Listing. 
Management--Employee Relations Report . 
Social Security Account Number Roster. 
Locator Roster. 

New Supervisory Position Report. 

Civilian Security Clearance Roster. 

TAPER Employees Report. 

Suspense Data List A. 

Suspense Data Deletion List A. 

Suspense Data List B. 


J-l 
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Appendix J — Continued 

number 

Title 

23 

Suspense Data Deletion List B. 

24 

Suspense Data List C. 

25 

Suspense Data Deletion List C. 

29 

Length-of-Service Award Suspense Listing. 

41 

Geographic Distribution of Federal 
Civilian Employees. 

43 

Civilian Personnel Strength Report. 

44 

Aging Index by Major Organization Report, 

46 

Activity Position Control Report. 

47 

Number of Employees by Position Number 
Report . 


Strength Report Companion Listing. 
Intermittent Employee Listing, 


V system produces the products, as requested, bv 

submitting the AMC PHIS reports request parameter data input 
car containing the product number of the report required. 

For the three suspense data deletion lists (product Vmbers 
^1, ^ 6 , and 25 above), when the suspense date applicable to 
the suspense action shown on the list is equivalent to or 
past the current date, the suspense code, and date are deleted 
from the employee master record and such deletion is entered 
on the deletion list. 


^ * AMC PHIS reports request paramete r data 
Uormat W75). The reports request parameter data input card 
directs AMC PHIS to execute the system and select criteria 

applied when fixed format, recurring reports, listings, 
and rosters. are required. . “ ^ » 


CPO (civilian personnel office). 
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c . Format . 


Card 

Data element columns Instructions 


Document identi- 
fier code 

1-3 

Enter "N75." 

Product number 
fields 

4-39 

Beginning in position four, 
enter the two-digit product 
number (s) being requested 
(para J-3) , and described in 
detail in paragraph J-5. Leave 
no spaces between successive 
report request numbers . A max- 
imum of 18 different reports 
(products) may be requested 
per input card , per day . 

Retention reg- 
ister selection 
parameters 

40-79 

Leave blank. 

Blank 

80 

Leave blank. 


J-5. Outputs, a. Alphabetical roster , report 01 (fig J-JJ . 
The alphabetical roster shows the following information for 
each employee, sorted alphabetically by employee name. 


Employee name. 

Social security account number (SSAN). 

SSAN check digit. 

Pay plan, occupation series, grade, and step. 
Date of birth. 

Service computation date (SCD) . 

Command code and unit identification code (UIC) . 
Organization code. 

Date EOD (entry on duty) present station. 

Date EOD civil service. 

Duty station location code. 
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AMCR 690-4 
J-5b 


Appendix J — Continued 

b. Pay plan roster^ report 02 (fig J-2) . The pay plan 
roster shows the following information for each serviced 
employee sorted by name, within step, within grade, within 
occupation series, within pay plan, with page break on oav 
plan change: 

Employee name. 

Pay plan, series, grade, and step. 

Command code and UIC. 

Organization code. 

Position number. 

Position title (abbreviated). 

Competitive level code. 

Duty station location code. 

c. Personnel by major organization listing, report 03 
(fig J-3) . The personnel by manor organization listing shnus 
the following information for each employee, sorted by name, 
within first three positions of the organization code, within 
command code/UIC, with page break and change of organization 
name at the top of each page on change of the organization 
code or command code/UIC, 

Employee name . 

Social security account number. 

SSAN check digit. 


Pay plan, occupation series, grade, and step. 
Position number. 

Service computation date. 

Budget project account number. 

TDA paragraph and line. 

Organization code. 

Duty station location code. 


J-4 
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d . Management — employee relations nepont , neport 04 
(fig J-aT! The management — employee relations report shows 
the following information for each serviced employee, sorted 
by name within supervisory status, within the first three 
positions of the organization code, within command code/UIC, 
with page break on change of the first position of the 
organization code or command code/UIC. 

Employee name. 

Pay plan, occupation series, and grade. 

Position title (abbreviated). 

Organization code (command code/UIC shown at top 

left of each page) . 

Organization code (first three positions). 

Duty station/location code. 

Supervisory indicator (blank or S — supervisory). 

Note. The supervisory indicator is derived by examining 
the piiTplan and job number. If pay plan is "WS" or "WN,’* 
supervisory indicator code S is entered. If pay plan first 
position is not "W," and job number ends in ”S," supervisory 
code S is entered. Otherwise, supervisory indicator code is 
left blank. 

e. Social security account number roster, report 05 
(fig J-5Ti The social security account number roster shows 
the following information for each employee, sorted by SSAN, 

Social security account number, 

SSAN check digit. 

Employee name. 

Pay plan, occupation series, grade, and step. 

Command code and UIC. 

Organization code. 

Duty station location code . 
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f. Locator roster, report 06 (fig J-6) . The locator 
roster shows the following information, for each employee 
sorted alphabetically by employee name. 

Employee name. 

Social security account number. 

Command code and UIC, 

Organization code. 

Office symbol. 

Duty station narrative, 

S' New supervisory posit ion report, report 08 (fig J-7), 

The new supervisory position report shows the following 

information for each serviced employee who has been appointed 
to or reassigned to a different supervisory position within 
the preceding 60 days, with new temporary supervisors annotated, 
sorted alphabetically by name. 

Employee name. 

Position title (abbreviated) . 

Pay plan, occupation series and grade. 

Command code and UIC. 


Organization code. 

Duty station location code. 
Date entered pay plan. 


Date entered position title. 


Note . 


The criteria for entry on the listing is derived 


by examining pay plan, date entered pay plan, date entered 

title, and position number. If pay plan is "WS" or 
WN and date entered pay plan or date entered position title 
IS within 60 days prior to the current date, the employee is 
entered on the report. If pay plan is not "WS" or "WN," but 
of position number is "S" and date entered posi- 
tion title IS within 60 days prior to the current date, the 
BmployGB is Gnteiped on "thG report. 
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h. Civilian security clearance roster, report 09 (fifi 
J-8 ) . The civilian security clearance roster shows the fol- 
lowing information for each serviced employee, sorted alpha- 
betically by name, within command code/UIC .with page break 
and change of command code/UIC at the top left of each page 
on change of UIC or command code. 

Organization code. 

Duty station location code. 

Employee name . 

Social security account number. 

Security clearance — if none, entries will be blank. 

Date of clearance — if none, entries will be blank. 

Type of investigation — if none, entries will be blank. 

Date of investigation — if none, entries will be blank. 

i. TAPER employees report, report 10 (fig J“-9) . The 
TAPER employees report shows the following information, for 
each serviced employee, who is serving under a temporary 
appointment pending establishment of a register, sorted 
alphabetically by name, within occupation series, within 
grade or level, within pay plan, with page break on change of 
pay plan. 

Pay plan, occupation series, and grade. 

Position title (abbreviated). 

Position number. 

Employee name . 

Command code and UIC . 

Organization code. 

Duty station location code. 

j . Suspense data list A, report 20 (fig J~10) . The 
suspense data list A shows the ^ollowin^ information for each 
serviced employee who has a suspense item pending, upon which 
action must be taken within the leadtime indicated, sorted 
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alphabetically by name, within organization code, within 
command code/UIC, with page break and change of command code/ 
UIC at the top left of each page on change in UIC or command 
code . 


Organization code. 


Duty station location code. 


Employee name. 

Pay plan, occupation series, and grade. 


Suspense item 


Leadtime 


Detail. 30 days 
Temporary /term appointment. 60 days 
Temporary promotion. 60 days 
Salary retention. 60 days 
Placement followup. 30 days 
Mandatory retirement. 90 days 


k. Suspense data deletion list A, report 21 (fig J-11) . 
The ^ suspense data deletion list A shows the following infor- 
mation for each serviced employee who has had a suspense 
item (suspense code and date) automatically deleted from the 
master record (the suspense date having been reached), sorted 
alphabetically by name, within organization code and within 
command code/UIC, with page break and change of command code/ 
UIC at the top left of each page on change in UIC or command 
code . 


Organization code. 

Employee name. 

Pay plan, occupation series, and grade. 
Suspense; item 
Detail , 

Temporary /term appointment. 
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Temporary promotion. 

Salary retention. 

Placement followup. 

Mandatory retirement. 

1. Suspense data list B, report 22 (fig J-12) . The 
suspense data list B shows the following information for 
each serviced employee who. has a suspense item pending » upon 
which action is to be taken within the leadtime indicated , 
sorted alphabetically by name, within organization code, 
within command code/UIC, with page break and change of 
mand code/UIC at the top left of each page on change in UIC 
or Gonmand code. 


Organization code. 

Duty station location code. 


Employee name. 

Pay plan, occupation series, 
Suspense item 
Training obligation. 


and grade . 

Leadtime 
30 days 


Training followup. 

Periodic physical examination. 
Written reprimand. 


30 days 
30 days 
30 days 


m. Sus pense data deletion list B, report 23 (fig 
The suspense data deletion list B shows the following in or- 
mation, for each serviced employee, who has had a suspense 
item (suspense code and date) automatically deleted from "the 
master record (the suspense date having been reached), sorted 
alphabetically by name, within organization code, and within 
command code/UIC, with page break and change of command code/ 
UIC at the top left of each page on change of UIC or command 

code . 


Organization code. 

Duty station location code . 
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Employee name. 

Pay plan, occupation series, and grade. 

Suspense i-tem 

Training obligation. 

Training followup. 

Periodic physical examination. 

Written reprimand, 

n . Suspense data list C, report 24 (fig J-14) . The 
suspense data list C shows the following information, for 
each serviced employee, who has a suspense item pending, 
upon which action is to be taken within the leadtime indicated, 
sorted alphabetically by name, within organization code, and 
within command code/UIC, with page break and change of command 
code and UIC at the top left of each page on change in UIC or 
command code. 


Organization code. 

Duty station location code. 

Employee name. 

Pay plan, occupation series, and grade. 


Leadtime 


Suspense item 

Obligated position. 

Conversion to career or 
career conditional. 

Administrative pay increase/ 
decrease . 

Leave without pay. 

Statutory retention after 
military service. 

mu Suspense data deletion list C, report 2 5 (fig J-15). 

The ^ suspense data deletion list C shows the following infor- 
mation, for each serviced employee, who has had a suspense 


30 

days 

30 

days 

30 

days 

30 

dajrs 

30 

days 



i n\ 


Appendix J — Continued 


AMCR 690-4 
J-5o 


m (suspense code and date) automatically deleted from the 
loyee master record (the suspense date having been reached) , 
•ted alphabetically by name, within organization code, and 
hin command code/UIC, with page break and change of command 
e/LflC at the top left of each page on change of UIC or 
imand code. 


Organization code. 

Duty station location code. 

Employee name. 

Pay plan, occupation series, and grade. 
Suspense item 
Obligated position. 

Conversion to career or career-conditional. 
Administrative pay increase/decrease. 


Leave without pay. 

Statutory retention after military service. 

p . Length-of-service award suspense listing, report 29 
Lg J-16). The length-of-service award suspense list^ shows 
following information for each serviced employee who is 
10, 20, or 30-year service awards during the following^ 
rfch, sorted alphabetically by name within length of service 
a.rd . 


Employee name. 

Command code and UIC. 

Organization code. 

Pay plan and grade. 

Service computation date. 

Date entered-on-duty present station - 

Suspense code (code G (length of service award due 
other than normal) if entered in employee master 
record) . 
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Suspense date (if code G entered in employee 

master record). 

Length of service. 

q. Geographic distribution of Federal civilian employees , 
report .41 (fig J-17) ^ Theg^ographic distribution of Federal 
civilian employees report shows the following information in 
statistical totals for all serviced employees, summarized by 
the number of employees within pay plan, within UIC and com- 
mand code, and within each duty station, with page break and 
change of duty station name in report heading on change in 
duty station location code. 

Duty station name (in heading). 

Command code. 

Unit identification code. 

GS (total ) , 

WG (total WG, WL, WS, WD, WN) . 

Other (total). 

Total employees. 

^ • Civilian personnel strength report, report 43 (fig 
J~18 ) . The civilian personnel strength report shows the fol- 
lowing information in statistical totals for all employees in 
a pay status , summarized by the number of employees within 
each tenure group and pay plan within organization code, 
within UIC or command code. 

Organization code. 

Permanent GS/WG. 

Total permanent . 

Temporary GS/WG. 

Part-time GS/WG. 

Intermittent GS/WG. 

Total permanent, temporary, part time, and 

intermittent. 
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GW (total). 

YV (total). 

WW (total) . 

Total all. 

. Aging index by major organization report, report 44 

) » The aging index by major organization report 
information as follws in statistical totals for all 
■yees summarized in age groupings and total employees , 
•ganization code first position (i.e., directorate), 
n UIC, and within command code, and in addition, shows 
otal number and average age within each command code . 

Part I 


Command code. 

Unit identification code. 
Organization code (first position). 
Age groupings : 

15-34 
35-44 
45-54 
55-90 
Part II 


Command code and unit identification code. 

Total personnel. 

Average age. 

: . Ac tivity position control report, report 46 (fig J-20) . 
Lcti^ty position control report shows the following 
■■mation in statistical totals for all full-time 
)yees summarized by the number by grade within each pay 
, and by average grade for each pay plan within summary 
Lstics, within the organization code first two positions 
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(i.e., division level) and first position (i. e . , directorate 
level), within UIC , and within conunand code, with page break 
and change of organization narrative in heading on change in 
organization code first two positions, UIC, or command code. 

Organization name (in heading). 

Grade . 

Pay plan. 


GS. 


WG. 


WL. 


WS. 


WP. 


WM. 


WD. 


WN. 


Other. 

u. Number of employees by position number report, report 
47 (fig number of employees by position number 

report shows the following information in statistical totalfi 
(as feeder data for RCS CSGPA-549(R3) (Civilian Personnel 
Program Report-All Employees Except Foreign)), for all 
serviced employees , summarized by the number of employees by 
position number within each organization code, with page 
break, employee totals, and organization name and command 
code/UIC with change in heading on change in the organization 
code first position (i.e,, directorate) UIC, or command code. 

Organization name (in heading). 

Organization code. 

Position number. 

Total. 
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V . Strength report companion listing, report 48 (fig J-22) . 
The strength report companion listing shows the following in- 
formation for all employees, sorted by name, within grade, 
within pay plan, within organization code, within UIC, and 
within command code, with page break and change of command 
code/UIC in top left of each page on change in UIC or command 
code. 


Command code and UIC (in heading). 

Employee name. 

Pay plan, 

LWOP indicator code. 

Time basis of employment code. 

, Tenure group. 

Social security account number. 

SSAN check digit. 

Organization code, 

w . Intermittent employee listing, report 49 (fig J-23) . 

The intermittent employee listing shows the following infor- 
mation for all serviced Department of the Army (DA) employees 
who are intermittently employed, sorted i.by SSAN. Additionally, 
a punched card is produced for each employee in DA CIVPERSINS 
(DA Civilian Personnel Information System) card 5 format. 

Listing . 

For month ending (in heading). 

Social security account number. 

Employee name . 

Worked — yes/no. 

Punched card (DA CIVPERSINS card 5) 

Card columns Entry 

1 Constant ”5,’' 

2-10 Social security account number. 
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Card columns 

Entry 


11-15 

First five characters of 
name . 

employee 

16-20. 

Constant "932SS." 


21-26 

Last day of month date in 
day, and year sequence. 

month , 

27-30 

Submitting office number 

(SON) . 

31-80 

Blank. 



J-S. System title . AMC PMIS equal employment opportunity 
(EEO) reports and listings. 


J-7 . ^ System concept , a. The AMC PMIS EEO reports and 
listings preparation is a procedure which merges the employee • 
master record file with a minority group designator file 
(punched cards under the custody of the EEO officer) and 
produces an array of fixed-format minority group listings and 
statistics. The system products, described in detail in 
paragraph J-9, are as follows: 


(1) Minority Group Employee Listing, 

(2) Minority Group/Female--Seniority vs Grade Listings. 

(3) Ethnic Group Statistics. 

(4) Sextistics. 

(6) Ethnic Group Statistics — Female. 

(6) Minority Group Supervisory Listing . 

(7) Minority Group Female Supervisory Listing. 

(8) Female Supervisory Listing. 

Sin produces the products when requested by 

the EEO officer of the data processing activity, and all 
products are printed centrally at the data processing activ- 
ity. The products, however, are grouped as follows: 


( 1 ) 

produced . 


The minority group employee listing is always 
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(2) The minority group/female — seniority vs grade report 
is produced when requested. 

(3) The .remaining six reports and listings are produced 
as a group — they cannot be requested singly. 

G. Upon completion of the computer run, the merged 
employee master record/minority group data file is released 
and can no longer be accessed. 

J-8. Input. The input to the system consists of a DA 
CIVPERSINS I card 3 plus a control card. 

a. DA GIVPERSINS I card 3 . 

(1) The DA GIVPERSINS I card 3 is to be prepared for at 
least each minority group employee and may, at local option, 
be prepared for all other employees. In either case, all 
card 3*s will be under the custody of the EEC officer. The 
civilian personnel activity will provide the EEO officer a 
duplicate card 3 upon accession of an employee, and will 
notify the EEO of any losses. 

( 2 ) Format . 


Data element 

Card 

columns 

Instructions 


Gard number 

1 

Enter "3." 


Social security 
account number 

2-10 

Enter employee's SSAN 
hyphens . 

less 

Minority group 
code 

11 

Enter "1," "2," "3," "4," 
or "7" (0, 5, or 6 will be 
converted to 7 within this 
reporting, procedure). 

Submitting office 
number 

12-15 

Enter SON. 


Blank 

16-80 

Leave blank. 


b. Minority 

data control 

card . 



(1) The minority data control card is to be prepared 
for each installation DA GIVPERSINS I card 3 file. It 
identifies to the computer the installation identity (depot 
code) and indicates to the computer whether the DA GIVPERSINS 
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I card 3 file consists of only minority group employee data 
or both nonminority group and minority group employee data. 

It must always be placed as the first card of the card 3 file 

( 2 ) Format . 


Card 

Data element columns 
Card number 1 



2-10 

Installation 

code 

11 

File content 
code 

12 

Blank 

13-80 


Instructions 
Enter " 3 . " 

Enter nine zeros (000000000). 

Enter depot code as provided 
by the data processing activit 

Enter one of the following 
codes, as appropriate. 

D — minority group employees 
only. 

A — all employees. 

Leave blank. 


AMC PMIS employee status and date card (for mat N14). 
As the EEC system accesses date of EOD present station to 
display ''seniority" data on a report, this date must be 
entered (if nof already autorfiatically or* manually eni:er*ed) 
on the employee master record. Input format N14 is to be 
used for entering or correcting this data entry, if required. 


J-9. Output. Output of the AMC PMIS EEO system are the 
reports and listings described in a through g below, and 

include data for all serviced employees, regardless of pay 
s’caxus i 


Minority group employee listing (fig j -24). The 
minority group employee listing shows the following informa- 
tion for each minority group (code 1, 2, 3, or 4) employee, 
sorted by SSAN within ethnic group code. This report is 
produced each time the system is run. 

(1) Social security account number. 

( 2.) Employee name . 

(3) Ethnic group code. 

(4) Organization code. 
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b . Minority group/female--seniQrity vs grade listings 

(fig J-25) . The minority group/female seniority (at instal la 
tion) vs grade listings shows the following statistical tabu- 
lations at the third organization code levels with rollups at 

the second and first organization code levels, at the UIC and 

command code levels, and at the all employees serviced level. 
On succeeding pages, minority group . tabulations are followed 
by the female group tabulations. 

Cl) Grade range. 

(a) Seniority (1-4, 5-10, 11-15, and over 15 years at 
the installation) . 

(b) Grade range total. 

(2) Within each grade and seniority range, 

(a) Total number all employees. 

(b) Number minority group or female. 

<c) Percentage minority group or female. 

c. Ethnic group statistics (fig J-26) . The ethnic group 
statistical report shows the following tabulations by pay 
plan and grade at the second organization code level, with 
rollups at the first organization code level, at the UIC and 
command code levels, and at the all employees serviced level. 

(1) Number of employees and percentage for each ethnic 
code and summarized by ethnic code. 

(2) Number of employees. 

(3) Percentage of all employees. 

(4) Average grade (by pay plan). 

(5) , Average years at installation, 

(6) Average years of education. 

d. Sextistics (fig J-27) . The sextistics report shows 
the following statistical tabulations by pay plan and grade 
at the second organization code level, with rollups at the 
first organization code level, at the UIC and cosmmand code 
levels, and at the all employees serviced levels. 
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(1) Number of employees. 

(2) Percentage of all employees. 

(3) Average grade (by pay plan). 

(4) Average years at installation. 

(5) Average years of education. 

f* Ethnic group statistics — female (fig J-28) . The 
ethnic group statistics' report shows the following statistical 
tabulations by pay plan and grade at the second organization 
code level for all female employees, with rolluns at the first 
organization code level, at the UIC and command code levels, 
and at the all employees serviced level. 

(1) Number of female employees and percentage for each 
ethnic code and summarized by ethnic code. 

(2) Number of female employees. 

(3) Percentage of all female employees. 

(4) Average grade (by pay plan). 

(5) Average years at installation. 

(6) Average years of education. 

grou p supervisory listing (fig J~29). The 
minority group supervisory listing shows the following infor- 
mation for each minority group supervisor, sorted by ethnic 
code within organization code. 

(1) Social security account number. 

(2) Employee name. 

(3) Ethnic code. 

(4) Organization code. 

(5) Pay plan and grade. 

(6) Position title (abbreviated). 
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g . Minority group female supervisory listing (fig J--30) . 
The minority group -female supervisory listing shows the 

ing information for each minority group female supervisor, 
sorted by ethnic code within organization code. 

(1) Social security account number. 

(2) Employee name. 

(3) Ethnic code. 

C4) Organization code. 

(5) Pay plan and grade. 

(6) Position title (abbreviated). 

h. Female supervisory listing (fig J-31) . The female 
supervisory listing shows the tollowing information for each 
female supervisor, sorted by ethnic code within organization 
code . 

(1) Social security account number. 

(2) Employee name. 

(3) Ethnic code. 


(4) Organization code. 

(5) Pay plan and grade. 

(6) Position title (abbreviated). 


j-10. System title . AMC PMIS leave reports. 

J-11. System concept, a. The AMC PMIS leave reports^ 
preparation system a procedure which 

the AMC PMIS employee master record file and from STARCIPS 
(Standard Army Civilian Pay System), to 

leave master file which is used to produce fixed-format leave 
tabulation and analysis statistics. The system products, 
described in -detail in paragraph J-13, are as follows. 


(1) Leave report--pay period. 


(2) Monthly/ quarterly sick leave report. 


J-21 



AMCR 690-4 
J-llb 

Appendix J — Continued 

b. The system produces the products when requested by 
the civilian personnel activity through the submission of 
input card format N77, leave report parameter card. 

c. The leave report — pay period must be requested at 
least once each pay period, preferably over the weekend fol- 
lowing the printing of the pay checks for the previous pay 
period . 

d. The monthly/quarterly sick leave report must be re- 
quested following the printing of the pay checks for the last 
pay period ending within the month/quarter. 

e. Additions, changes, and deletions to the employee 
leave master file are accomplished concurrent with the 
processing of personnel actions — no separate input need be 
submitted. 

Input . The input to the AMC PMIS leave reporting 
system consists of an input card format N12 , with card columns 
45 and 4 6 (scheduled hours) completed if the employee has a 
regular work schedule of other than 40 hours per administra- 
tive work-week, and leave report request parameter input card 
format N77 , prepared as follows: 



Card 


Data element 

columns 

Instructions 

Document identi- 
fier code 

1-3 

Always "N77,*' 

Pay period 
ending date 

4-9 

Enter the ending date of the 
last pay period data to be 
included in the report (s), in 
month, day, and year sequence 

Report indicator 

10 

Enter one of the following 
codes each time report (s) are 
requested. 


1- ^~Produces both pay period 

report only . 

2- -Pr6duces both pay period 

and month reports . 

3 Produces pay period and 
quarterly reports. ( Note . 
Will also include monthly 
reports if code 3 Ccc 11) 
had previously been entered. 
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Card 

Data element columns 

Report category 11 


Organization 12 

level 

indicator 


Suppression code 13 


Instructions 


Enter one of the following codes 
only when reporting category 
is being changed. 

1- -Accumulate data for pay 

period and quarterly reports 
only. 

2 - Accumulate data for pay 
period and monthly reports 
only . 

3- -Accumulate data for pay 

period and monthly and 
quarterly reports . 

Enter lowest organization code 
level (1-6) at which data are 
initially desired--rollups will 
automatically be made at all 
higher levels. 

Enter an "S” to suppress 
printing of pay period report-- 
monthly or quarterly reports 
will continue to be printed. 


Blank 


1I+-80 Leave blank. 


J-13. Output. Output of the AMC PMIS leave reporting^ system 
are described in a and b below, and include^ data for all full 
and part-time employees serviced by the activity for both 
civilian personnel and payroll. 


a. Leave report --pay period (f ig J-32) . 

report — pay period shows the following statistical tabulations 
for the specified pay period at the third organization 
level, with rollups at the second and first organization co , 
level, and at the UIC and command code levels. Page break 
occurs whenever the second organization code changes and a 
new heading showing the command code, UIC, organization name 
(per the first and second organization codes), pay period, 
ending date, and page number is printed. 

Organization code (through third position). 


Annual leave. 
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Sick leave. 

LWOP. 

AWOP, 

Other leave. 

Total leave. 

No^. Above leave totals do not include maternity leave 
or sick leave pending disability retirement (below). 

Available hours. 

Percent of sick leave j annual leave j and other leave 
to available hours. 

Maternity and sick leave pending disability retirement. 
Sick. 

Other. 

Total . 

. sick leave report (fig J-33) . The quarterly 

report shows the following statistical tabulations 
of the number of employees within ranges of sick leave hours 
(exclusive of maternity and pending disability retirement) 

periods, ending within the quarter at the 
third organization code (e.g., branch) level, with rollups at 
the second and first organization code levels and at the UIC 
and command code levels . 

Leave category. 

1-7 hours used 

8-16 hours used 

17-40 hours used 

41-80 hours used 

Sex. 


Male 
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Age. 

Under 30 
30-45 
46-60 
Over 60 

Length of service. 

Under 5 years 
5-20 years 
21-30 years 
Over 30 years 
Grade . 

GS-1-6 
GS-7-11 
Above GS-11 
WG/WL 1-7 
Above W6/WL-7 
WS all grades 
All others 
Quarterly totals. 

Employees (number) using sick leave 
Hours (sick leave used) 

Other leave categories (number of employees) . 

No sick leave 
Over 80 hours 
During 1 pay period 
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During 2 pay periods 
During 3 pay periods 
During 4 pay periods 
During 5 pay periods 
During 6 pay periods 
During 7 pay periods 

J-14. System titl e. Employee master record code/narrative 
printout . 

System concept . The employee master record code/ 
narrative printout procedure provides the capability of print- 
ing a single or group of single, an organizational or group of 
organizational, or all employee master records with in-the- 
clear translations of most codes, thus eliminating the need to 
re er to appendix A or D. Through the use of the printout pa- 
rameter input card, DIC N78, the desired records may be selLted 
for printout The printout identifies each data elLent by 
name j the code per the employee master record and. in mosta 
instances, the narrative translation of that code, with one 

"the designated groups, records may be 
Sfnnfc+fn employee name or by.SSAN; when all records are 

they are first sorted organizationally through the 
fourth organizational code level. ^ 

J-16. Input . The input to the AMC PMIS master record printout 
system consists of a printout request parameter input cLd Sr- 
mat N7 8, prepared as follows; 

All records requested. 


Data element 

Document identi- 
fier code 

Parameter field 

Blank 


Card 

columns 


Instructions 


1-3 

Always "N78." 

4-6 

Enter "ALL." 

7-75 

Leave blank. 

76 

Enter code as appropriate. 




Sort code 



Data element 


Blank 

b . Organiza'I 

Data element 

Document identi- 
fier code 

Parameter fields 


Sort code 
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Card 

columns 


77-80 


Instructions 


Blank — Records will be sorted 
in SSAN sequence within 
fourth organization code 
level. 

A--R€Cords will be sorted in 
employee name (first nine 
positions) sequence within 
fourth organization code 
level . 

Leave blank. 


Lonal groups 


requested ■ 


Card 

columns Instructions 


1-3 


Always ”N78.'' 


(4-75) 

4-15 

16-27 

28-39 

40-51 

52-63 

64-75 


76 


Beginning in the first posi- 
tion of each field, enter 
command code, UIC, and organ- 
ization code (1 to 4 positions) 
of the organizational seg- 
ment Cs) for which employee mas- 
ter record printouts are 
desired. A maximum of six 
groups can be requested at any 
one time. As a minimum, command 
code must be entered; the UIC, 
plus up to four organization 
code characters may be entered. 
Leave blank any unused UIC or 
low-order organization code 
positions of a parameter field. 

Enter code as appropriate. 

Blank — Records will be sorted 
in SSAN sequence within 
each organization group 
requested. 

A — Records will be sorted in 
employee name (first nine 
positions) sequence within 
each organization group 
requested. 
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Card 

columns Instructions 

77-80 Leave blank. 


G • Individual records requested . 

Card 

element columns Instructions 

Document identi- 1-3 Always "N78." 

fier code 


Parameter fields (4-75) 

4-14 

18-26 

30-38 

42-50 

54-62 

66-74 


Sort code 


76 


Blank 


77-80 


Enter "ZZ" in card columns 4 
and 5. Enter SSAN’s of indi- 
vidual employee master records 
desired, up to a maximum of six 
at any one time. Leave command 
code and last organization code 
fields blank of remaining param- 
eter fields. 

Enter code as appropriate. 

Blank — Records will be sorted 
in SSAN sequence. 

A--Records will be sorted in 
employee name (first nine 
positions) sequence. 

Leave blank. 


Employee master record code/narrative 
printout. The master record printout shows for the employees 
requested, by name, each data element of the employee master 
record, the code or in-the-clear entry in the employee master 
record and, when appropriate, the in-the-clear translations 
of the codes. Nontranslatable codes such as competitive area 
or competitive level are merely printed as is. When both the 
code and/or the narrative field in the printout are blank, the 
employee master record field is either blank or zeros. Invalid 
codes are so identified. Individual records requested are 
sorted by employee name or by SSAN for the sort code entered, 
organizational groups are sorted by employee name or SSAN as 
requested within each requested organizational group; when all 
are requested, the records are sorted by command code, UIC , 
and through the fourth organization code level, and then by 
imp loyee name or by SSAN as requested. 

b. Format . See figure J-34. 
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Figure J-1. Alphabetical roster. 
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Figure J-2« Pay plan roster^ 
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Eigure J-3- Personnel by major organization listing 
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Figure J-8 . Civilian security clearance roster. 
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Figure J-17 . (Geographic distribution of Federal civilian employees. 
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Figure J-29. Minority group supervisory listing- 
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Figure J-31- Fei^iale supervisory listing. 
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rigure J-32 — Leave report — pay period. 
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Figui^e J-33. Quarterly sick leave report. 
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PERSONNEL INFORMATION RETRIEVAL SYSTEM (FIRS) 
DESCRIPTION AND PROCEDURES 

K-1. System concept . a. The PIRS is an automated method 
of selecting and retrieving data from the US Army Materiel 
Command Personnel Management Information System (AMC PMIS) 
master files into preselected formats, either printed list- 
ings or punched cards. The output is selected according to 
parameters requested on combinations of the following input 
request cards: 

(1) PIRS request card. 

(2) PIRS logic card. 

(3) PIRS sort card. 

(4) PIRS header and planning card. 

b. All data elements which can be selected or retrieved 
by PIRS have been assigned a data element identification num- 
ber <DEIN) . A cross-reference listing of data elements and 
DEIN is shown in paragraph K-2. 

K-2, Data element identifier numbers . The following is an 
alphabetical listing of data elements which can be selected/ 
retrieved from the employee master record by PIRS, with their 
DEIN's, field lengths, and usage limitations. 


Data element 


Agency code--civilian personnel office 
(CPO) 

Budget project account (BPA) number 
Prog element major (pos 1) 

Major and sub (pos 182) 

Prog element (pos 1-6) 

Activity (pos 7-11) 

Career program code 
Citizenship code 
City address! 

Civilian performance rating 


Length 

DEIN of field 
00460 2 

00490 11 

00491 1 

00492 2 

00493 6 

00494 5 

00310 2 

00180 1 

00740 17 

00570 1 


iFor printing and punching only — may not be used on logic 
input format .N9 2. 
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Data element 

DEIN 

Length 
of fiel( 

Command code--personnel 

Command /unit identification code (UIC) 

00500 

2 

00514 

8 

Competitive area code 

00210 

2 

Competitive level code 

00220 

3 

Competitive area and level codes 

00221 

5 

Date career-conditional service began: 

Yr Mo Da 

00680 

6 

Yr 

00681 

2 

Yr Mo 

00682 

4 

Mo 

00683 

2 

Da 

00684 

2 

Date entered on duty civil service: 

Yr Mo Da 

00720 

6 

Yr 

00721 

2 

Yr Mo 

00722 

4 

Mo 

00723 

2 

Da 

00724 

2 

Date entered on duty present station: 

Yr Mo Da 

00710 

6 

Yr 

00711 

2 

Yr Mo 

00712 

4 

Mo 

00713 

2 

Da 

00714 

2 

Date entered position title: 

Yr Mo Da 

00330 

6 

, Yr 

00331 

2 

Yr Mo 

00332 

4 

Mo 

00333 

2 

Da 

00334 

2' 

Date entered present grade or level: 

■Yr Mo Da 

00360 

6 

Yr 

00361 

2 

Yr Mo 

00362 

4 

Mo 

00363 

2 

Da 

00364 

2 

Date of birth 

Yr Mo Da 

00070 

6 

Yr 

00071 

2 

Yr Mo 

00072 

4 


00073 

2 


00074 

2 

^'^ui valent increase: 


00590 

6 


00591 

2 


00592 

4 


00593 

2 


00594 

2 


K-2 
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Data e.lement 


Length 

dein of field 


Date of performance rating: 

Yr Mo Da 
Yr 

Yr Mo 

Mo 

Da 

Date of security clearance: 

Yr Mo Da 
Yr 

Yr Mo 

Mo 

Da 

Date of security investigation: 
Yr Mo Da 
Yr 

Yr Mo 

Mo 

Da 

Date probation or trial began: 
Yr Mo Da 
Yr 

Yr Mo 

Mo 

Da 

Duty station location code 
State 
City 
County 

State and city 
Education code 
Employee name'^ 

Positions 1-12^ 

Employee step or rate 
Employing office location code 
State 
City 
County 

State and city 

Federal employee's group life 
Insurance (FEGLI) 


00580 6 

00581 2 

00582 4 

00583 2 

00584 2 

00630 6 

00631 2 

00632 4 

00633 2 

00634 2 

00650 6 

00651 2 

00652 4 

00653 2 

00654 2 

00660 6 

00661 2 

00662 4 

00663 2 

00664 2 

00480 9 

00481 2 

00482 4 

00483 3 

00484 6 

00430 1 

00040 30 

00041 12 

00370 2 

00450 9 

00451 2 

00452 4 

00453 3 

00454 6 

00130 1 


2 For printing only — may 
^For printing or sorting 
logic input format. 


be used on logic input format. 
Bcending only)— may not be u; 
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Length 


Data element 

DEIN 

of field 

Function designator 

00550 

1 

Functional classification code 

00290 

2 

Grade or level 

00350 

2 

LWOP (leave without pay) indicator code 

00670 

1 

Nature-of-action (WOA) code 

NOA effective date: 

00790 

3 

Yr Mo Da 

00820 

6 

Occupation series code 

00260 

5 

Position 1 

00261 

1 

Positions 2-5 

00262 

4 

Position 5 

00263 

1 

Occupation series code suffix 

00270 

2 

Occupation series code and suffix 

00271 

7 

Occupying obligated position code 

00230 

1 

Organization code 

00540 

6 

Directorate (pos 1) 

00541 

1 

Dir-division (pos IS 2) 

00542 

2 

Dir-div-branch (pos 1-3) 
Dir-div-br-section (pos 1-4) 

00543 

3 

00544 

4 

Dir-div-br-sec-unit (pos 1-5) 

00545 

5 

Pay basis 

00390 

2 

Pay period indicator code 

00700 

1 

Pay plan 

00240 

2 

Position 1 

00241 

1 

Pay rate determinant 

00420 

1 

Pay table code 

00410 

2 

Physical handicap code 

00120 

2 

Position number 

00340 

8 

Positions 1 and 2 

00341 

2 

Positions 3-7 

00342 

5 

Position 8 

00343 

1 

Positions 1-7 

00344 

7 

Position occupied 

00190 

1 

Position tenure 

00300 

1 

Retired military code 

00690 

1 

Retirement coverage 

00140 

1 

Salary 

00400 

7 

Security clearance code 

Service computation date (SCD): 

00620 

1 

Yr Mo Da 

00100 

6 

Yr 

00101 

2 

Yr Mo 

00102 

4 

Mo 

00103 

2 

Da 

00104 

2 


K-4 
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Data element 

SCD--RIF: 

Yr Mo Da 
Yr 

Yr Mo 
Mo 
Da 
Sex 

Signature block code--DA 
Form 2515 

Social security account number 
Position 1 
Position 9 
SSAN check digit 
Special program ID 
State address 
Street address’^ 

Submitting office number (SON) 
Suspense data code 
TDA line number 
Positions 1 and 2 
TDA paragraph number 
Positions 1 and 2 
Tenure group 
Time basis of employment 
Title code--personal 
Type of appointment 
Position 1 

Type-of-civilian record code 
Type-of-security investigation 
Underutilized indicator code 
UIC 

Service designator 
Service and parent designator 
Parent designator 
Veterans preference 
ZIP code address 
Positions 1 and 2 


Length 

DEIN of field 


00110 6 

00111 2 

00112 4 

00113 2 

00114 2 

00050 1 

00560 1 

(SSAN) 00020 9 

00021 1 

00022 1 

00030 1 

00150 2 

00750 5 

00730 24 

00470 4 

00770 1 

00530 3 

00531 2 

00520 3 

00521 2 

00090 1 

00600 1 

00060 1 

00200 2 

00201 1 

00320 1 

00640 1 

00610 1 

00510 6 

00511 1 

00512 4 

00513 3 

00080 1 

00760 5 

00761 2 


K-3. Inputs. The outputs described below must be supported 
by the input formats described in a through d below, as 
follows t 


K-5 


^ For printing only. 
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output 

Appendix K — Continued 

PIRS input format 

Request (iata Logic data Sort data 

Header dat 

1 

•"Mandatory 

"’""’"Optional 

""""MOptional 

None 

2 

"’"Mandatory 

** Optional 

***opt ional 

None 

3 

"’"Mandatory 

"'""’"Optional 

*s'«Aoptional 

None 

4 

"’"Mandatory 

"’""'"Optional 

"•^'"Optional 

None 

5 

(To be developed.) 



6 

Mandatory 

Mandatory 

Mandatory 

Mandatory 

7 

Mandatory 

Mandatory 

ft** Optional 

None 


•‘Positions 1 through 8 only. 

**If not submitted, all records in the employee master record 
file will be printed. 

***If not submitted, records will be automatically printed (or 
punched) in SSAN sequence. 

a. PIRS request data card (format N91) . The PIRS request 
data card is the means by "which the system is directed to pro- 
duce a specific class of report, by request number. For class 
6 and 7 reports, it is used to specify the data elements to be 
reported and the spacing between data elements and to intro- 
duce constants. Any combination of 1 to 4 input cards may be 
used for these purposes'. 


Card 

Data element columns 


Instruct ions 


Document identi- 
fier code 

1-3 

Enter "N91." 

Request number 

4-6 

Enter three-digit (001-998), 
locally assigned request num- 
ber. This request number must 
be entered on all input cards 
for any one report and will 
be printed on report classes 

1 through 4 and 6 only. 

Trailer number 

7 

Enter one-digit trailer number 
beginning with "1" in the first 


request card up to a maximum of 
"4” for any one report request 
number. 

K-6 
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Data element 
Output class 

Blank 


Card 

columns Instructions 

8 Enter one-digit number (1-7) 

assigned to the class of report 
being requested. 

9-10 Leave blank. 


DEIN print fields 11-80 
(in groups of 5 
pos for each 
field) 


Leave blank for report classes 
1 through 5. For report classes 
6 and 7 : 

(1) Enter DEIN's of data ele- 
ments corresponding to and in 
the order of information desired 
to be printed (or punched). 


(2) If other than two spaces 
between data elements is desired 
for report class 6 or other than 
no spaces for report class 7 , 
enter an "S” between the DEIN's 
in the first position of the 
field, followed by 2 blank posi- 
tions, and two digits (00 
through 99) to designate the 
spaces required. 

(3) To print (or punch) con- 
stants (fixed characters), en- 
ter a "P" in the first position 

of the field, followed by 3 blanks 
and the desired number, letter, 
or special character, i.e., $, 

1 , , , = » - > ( » ) » '*■5 / > • 

Spacing between constants or 
data elements and constants will 
be considered and adjusted ((2) 
above) . 

Note. Use successive (maximum 4) request input cards with 
serial trailer numbers, if additional data print fields are 
required. Leave no blank fields between field entries j unused 
low-order fields of the last input card will be blank. 

b. PIRS logic data card (format N92) . The PIRS logic 
data card is the means by which the system is directed to 
select records which meet stated conditions. Basically, the 


K-7 
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input directs the system to extract a requested data element 
(DEIN) and compare (operator code) the value of that data 
element to a stated value (comparison characters). By use of 
a logic code, a series of conditions may be stated. 


(1) Operator code. For comparison purposes, four opera- 
tor codes are provided. They are coded on the logic input 
card, as follows: 


(a) 

"G" 

is 

the 

code 

(b) 

"L" 

is 

the 

code 

(c) 

"E" 

is 

the 

code 

(d) 

"U" 

is 

the 

code 


for "greater than." 
for "less than." 
for "equal to." 
for "unequal to." 


(2) Logic code . There are two logic codes which are 
used in the logic input cards--"AND" and "OR." Any two or 
more comparison conditions connected by "AND" require that 
all conditions be met, whereas any two or more comparison 
conditions connected by "OR" require that only one of the 
conditions be met. Also, a series of "AND" conditions, con- 
nected to a second series of "AND" conditions by the logic 
code "OR" require that either all conditions of the first 
series or all conditions of the second series be met. 


(3) Comparison characters . The comparison characters 
used in the logic input card provides the value of the system 
parameter, against which the value of the designated data ele- 
ment (DEIN) is to be compared. The system will assume that 
a comparison condition is met when the value of the employee 
master record meets any of the following conditions: 

(a) Exactly matched the comparison characters • when the 
operator code is "E" (equal to). 

(b) Does not match the comparison characters when the 
aerator code is "U" (unequal to). 

(c) Is of higher value than the comparison characters 
;n the operator code is "G" (greater than) . 

(d) Is of lower value than the comparison characters 
n the operator code is "L" (less than). 
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Note. Alphabetic characters (A-Z) have a lower value ^ than 
numeric characters (0-9). The use of special characters ( 9^ 


permitted. 


(5), +, /, or *) as comparison characters are not 


Data element 

Document identi- 
fier code 

Request number 

Trailer number 


Blank 
Logic code 


DEIN 


Operator code 


Card 

columns Instructions 


1-3 Enter '’N92." 


4-6 Enter same three-digit request 

number entered on the PIRS re- 
quest data card (N91) . 

7 Enter one-digit trailer number 

beginning with "I" in the first 
PIRS logic data card, up to a 
maximum of "9" for any one re- 
port request number. 

8-10 Leave blank. 

11-13 Enter "AND" in the first logic 

input card (trailer number 1 ) j 
on remaining logic input cards 
(trailer numbers 2 through 9 — 
if used), enter "AND " or ''OR," 
as appropriate, left-justif ied. 

14-18 Enter the DEIN of the data ele- 
ment to be used as a comparison 
field with the DEIN entered in 
positions 20 through 39. 

■tion 14 must always be a. ' O 5 
"1 " or "2." Any other character, 
including a blank, or an _ invalid 
DEIN, will cause the entire re- 
port request to be rejected. 

These same conditions apply to 
other DEIN fields of the 
PIRS logic data cards. 

19 Enter operator code G, L, U , or 

E, as appropriate . ^ A blank or 
invalid code in this or any 
other operator code fields of the 
PIRS logic data cards will cause 
the entire report request to be 
rejected. 

K-9 
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Data element columns Instructions 

Comparison char- 20-39 Enter the alphanumeric coding 

acters of the value, left- justified , of 

the information against which th 
value of the DEIN (pos 14-18) wi 
be compared. High-order or intei?- 
mediate positions may not be lef t 
blank unless the corresponding 
data element (DEIN) field of the 
employee master record has cor- 
responding blanks . 

Logic code 40-42 If no second comparison, leave 

this and all following fields 
blank; otherwise, enter "AND" 
or "OR," as appropriate, left- 
justified . 

43-47 Enter DEIN in the same manner 
as for positions 14 through 18 
above . 


Operator code 


Comparison char- 
acters 


Blank 


49-68 


Enter operator code in the same 
manner as for positions 20 
through 39 above. 

Enter comparison characters in 
the same manner'- as for positions 
20 through 39 above. 


69-80 Leave blank. 


, Note . Continue, as necessary, on additional PIRS logic 
data cards, entering appropriate trailer numbers 2 through 9. 

C: PIRS sort data card (format N93) . The PIRS sort data 

card xs “the means by which the system is directed to sort the 
selected records, when page breaks are to occur, and what data 
elements (DEIN s) if any, are to be subtotaled at page breaks 
and totaled at report end. If no sort input card is submitted, 
the system will automatically sort the output into SSAN se- 

(A-Z) will precede numeric 

having 

duoe unpredictable sort results! ’ One ’ sirt ’ input ’ card is”*^^ 
permitted for any one report request; a maximum of 14 sort 
sequences or combination sort sequences, reverse order sort, 


K-10 
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page bneak, and subtotal directions may be entered The svs 
tem will stop examining for sort data when a blank field is 

detected. Do not code any blank fields between successive en- 
tries on the PIRS sort data card. successive en- 


(1) DEIN s. The system will sort and print the selected 
records according to the order the data elements (DEIN's) are 
entered on the sort data input format. The left-most DEIN 
entered will be the major grouping, the next DEIN's entered 

sorted within the major grouping in the order entered, 
and the last DEIN entered will be the minor grouping within 

the sum of the field lengths 

of the DEIN's entered exceeds 32 positions, the entire renort 
request will be rejected. 


^2) D escending sequence . Unless otherwise directed, the 
system will automatically sort output in ascending sequence. 

d s s C 6 nd ing ^ s 6 QU 0 nc 0 is dssiPBd^ a. codo is 0 nt 6 r' 0 d in 
the first position of the field immediately preceding the DEIN 
entry. Note . Do not direct a descending sequence for any 
data element containing special Gharacters--this will cause 
the entire report request to be rejected. 

C3) Page break . Unless otherwise corrected the system 
will not page break (i.e., start a new page) when a sort value 

changes. When page break is desired, a code "B" is entered in 

the first position of the field immediately following the low- 
est sort order DEIN on which a page break is desired. This 

will produce a page break on that DEIN, and every DEIN entered 

to the left whenever the data values change. Note . Only one 
page break, code "B" (or one code "TB" (5) belowT~inay be en- 
tered for any one report request. 


(4) Subtotals and totals . Unless otherwise directed, 
the system will print at the end of the report a total of all 
records printed. If a total is desired with no page break, 
a code "T" is entered on the sort input card in the first 
position of the field immediately following the DEIN totals 
requested. A maximum of five "T" codes (totals request), 
including any code "TB" ((6) below), may be entered for one 
report request. Subtotals will be printed for each preceding 
DEIM prior to final total requested. Note . Totals may not 
be taken after a page break, i.e. , no code "T" may be entered 
to the right of any code "B" or code "TB." 


(5) Combination ^age break and total . If a combination 
page break and total is desired for the same DEIN, code "TB" 
is entered in the first two positions of the field immediately 
following the DEIN describing the information. Note. This 


K-11 



AM:R 690-4 
K-3c(5) 


Appendix K — Continued 

entry must be made with the lowest order DEIN on which a page 
break is to be made, and the lowest order DEIN on which a 
total is to be taken. A code "TB" followed with codes "T," 
"B," or another "TB" will cause rejection of the input 
request. 


Card 

Data element columns Instructions 


Document identi- 1-3 Enter "N93." 

fier code 

Request number 4-6 Enter same three-digit request 

number as entered on the PIRS 
request data card (N91). 

Blank 7-10 Leave blank. 


Sort fields 11-80 Left-justified (and leaving no 

(in groups of blank fields) : 

5 pos for each 

field) (a) Enter appropriate DEIN's, 

from major through intermediate, 
to minor. This will be the basis 
for the sort and print sequence 
of the selected records. 

(b) Enter code "D" in the first 
position of the field immediately 
preceding the DEIN for which a 
sort in descending sequence is 
desired. 

(c) ^ Enter code "B" in the first 
position of the field immediately 
following the lowest order of 
sort for which a page break is 
desired. Code "B" or "TB" (below) 
may be entered once for one 
report request. 

(d) _ Enter code "T" in the first 
position of the field iTiimediately 
following the DEIN for which a 
total is desired. A maximum of 
five totals may be requested 
(including the combination page 
break and total, below). No 
code "T" may follow a code "B" 

’ on code "TB." 



AMGR 630-4 

K-3c(5) 


Appe.ndix K — Coirtinued 


Data element 


Card 

columns 


Instruct.i.on f;; 

(e) Enter codci "TB" In tlic Cirfrl; 
and second positions of (ho 
field immediately following IIkj 
lowest order DEIN for’ wliicffi botli 
page break and total In dcu-jired. 
Code '’TB" or '’FJ'’ may not In? en- 
tered more than once for one 
report request. 


PIRS header 
directs 


data card (format NDU ) 


d. 

data card directs the system to prirvt report 
column header narrations for class 6 reports, 
input card supports three, 132-position print 
nutting input cards in pairs. The system requircM; 


The EIRE hornh'r 

j fiiK]/or 

Tlic^ Insider 
liner; , liy fiul)- 
t dial at 


least one pair of input cards must be suhmi lted ovi’n tlinunli 
the header fields are blank. If on lv a -nor oir , 

the narrative is entered on the ' 

and 2) of inniri- ^ first pa;i.r ( trail <’i* luirnbcr!; ) 

or spioifl ' nu,n..,.:i <• , 

the alinement must be accomplished in rel^ition^to tho 

terea in rne tiKS request data card fWQ i'i e.s , i i 
prior to actual coding. t-ia..,. u 


rrq)oi*| 


)ata element 

)ocument identi' 
'ier code 

tequest number 


railer number 


Card 

columns 

1-3 


4-6 


In st ruc ; t i t » m j ; 
Enter "NBh." 


En t Gr s amci t hro i ? — <1 ,i.g j i 
number as ejvfemd on t 
request data caj'd (NDJ 


ruMjui'jj F. 

lu! F»IRli 

) . 


Enter trailer number Cl-B). 

railer number 1, must tu* «K!eoi(n 
panied by .input card (oven if 
blank narrative) with trailer 
number 2 entered, 3 inu;rl lx* 
accompanied with ii , and *i with 
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Data element 

Gard 

columns 

Instructions 

Blank 

8-10 

Leave blank. 

Header 

narrative 

11-80 

For input cards with trailer 
numbers 1, 3, and 5, enter any 
characters desired in heading. 
Gontinue entries on cards with 
trailer numbers 2, 4, and 6-- 
do not exceed position 72. 


K-4. Outputs . The PIRS outputs, described in a through g 
below, must be requested by the submission of PIRS report 
parameter input cards described in paragraph K-3. 

a. Master record report, class 1 » A complete printout 
of all information in employee master record. Four subclasses 
are available as follows: 

Subclass 1 . By using the input PIRS request data 
card, document identifier code (DIG) N91, PIRS will print 
all employee master records in SSAN sequence. 

(2) Subclass 2 . By using the input PIRS request data 
card, DIG N91 and a combination of 1 to 9 input PIRS logic 
data cards 5 DIG N9 2, PIRS will print, only the employee records 
that match the parameters requested on the logic cards. 

(3) Subclass 3 . By using the input PIRS request data 
card, DIG N91, and PIRS sort data card, DIG N9 3, PIRS will 
print the employee master records in the sequence parameters 
requested on the sort card. 

Subclass 4 . By using the input PIRS request data 
card, DIG N91, a combination of 1 to 9 PIRS logic data cards, 
DIG N92, and a PIRS sort data card, DIG N93, PIRS will print 
the employee master records that match the parameters re- 
quested on the logic cards, by the sequence parameters re- 
quested on the sort card. 

(5) Format. Figure K-1. 

Short master record report, class 2 (fig K-2). This 
^ort contains the following data elements only: 


■^it . 
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K-4b 


Security clearance. 

Date of birth. 

Service computation date — leave. 
Sex. 

Veterans preference. 

Retired military code. 


Tenure group. 

Pay plan. 

Occupational series. 
Occupational series suffix. 
Grade . 

Step. 

Salary . 

Pay basis. 

Position number. 


Organization . 


Duty station. 


Class 2 reports are available in the 

by the samS input request cards as described in a above. 


G . 

K-3) . 


Occupation/ competitive_ 
This report contains tne 


level report > class 3 (fig 
following data elements only: 


Name . 

SSAN and check digit. 
Occupational series. 
Occupational scries suffix. 
Position number. 



AMCR 690-4 
K-4c 


Appendix K — Continued 


Competitive area. 

Competitive level. 

Duty station. 

Class 3 reports are available in the same four subclasses by 
the same input request cards described in a above. 

d. Location and suspense report, class 4 (fig K-4) . This 
report contains the following data elements only: 

Name . 

SSAN and check digit. 

Command code . 

Unit identification code. 

Organization code. 

Table of distribution authorization (TDA) — 
paragraph number. 

Duty station code. 

One suspense code with date. 

Class 4 reports are available in the same four siibclasses by 
the same input request cards described in a above. 

6 > Statistics report, class 5 . ( To be developed . ) 

f. Free-form, p rinter listing output, class 6 (fig K-5). 

By using a combination of 1 to 4 input PIRS request data cards. 
Die N91, a combination of 1 to 9 PIRS logic data cards, DIC 
N92 , a PIRS sort data card, DIC N93, and a combination of from 
2 to 6 PIRS header data cards, DIC N94; PIRS will print the 
report according to the parameters requested on the request 
cards. Any combination of data elements, sort sequences, or 
headings may be requested up to 132 characters per line. 

g • Free-form, punched card output, class 7 (fig K-6 ) . 

This report is available in two subclasses as follows : 

Subclass 1 . By using a combination of 1 to 4 input 
PIRS request data cards, DIC N91 and a combination of 1 to 9 
IRS logic data cards, DIG N92, PIRS will punch the employee 
paster record data that matches the parameters requested on 
the input cards, in SSAN sequence. 

; k-16 ■■ ■■ 
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Appendix K— Continued 

(2) Subclass 2 . By using a combination of 1 to 
PIRS request data cards, DIG NGl, a combinat IJ 93 * 

logic Sa^a carts, DIC N9 2, and a PIRS sort data ’ 

PIRS will punch the employee master record da secuence 

tlie parameters requested on the input card , 

Tpequested on the sort card. 

K~5. Error messages and corrective a ctior^» a 
data input card format (NSlX * 

(1) "Invalid request number." "'^nout"°^ numeric 

Review request number of card N91 and corn P 

(2) "Trailer No. 1 missing for N91 request 

view trailed dumber fields for omitted or non-numeric trailer 

number (s) . 

(3) "Invalid trailer number in N91 

view t^ileS number fields for other than numeric 1 through 

4 . 

(4) "invalid class of output " f f 

for other than numeric 1 through 4 an 

. CS) ’'Invalia^DBIN field .. Review^DEIN^fields^for^frt^ 

position spaces, for first posi numpric characters in 

ur, II Iin ti fip II or "S"; blanks or non-numeric 

n 1 r,-n ?• other than blanks in posi- 
fields beginning with 0, 1» o . with "P"; and other 

tions 2, 3, and 4 in fields b®Srtnrt 8 wtth ^ i ^ ..g," 

than blanks in positions 2 3 in fields begin g 

"Number of characters exceeds 80 --seir expxa 

( 6 ) "Too many ^numbers^JeatS^rtif 

the same request number for trailer iiu & 

or for duplicate trailer num ers. 

(7) "N91 cards missing." Review 

of N 92 through N94 carts with no accompanying N91 card. 

( 8 ) "Space DEIN not ™"‘‘=?:;:4-''s)*®Itra“oorrSpondlnr 
?:u 5 th^anjli??h"posrtlon en?iy of other than numeric " 01 " 
through "99." 


b. 


Logic data input car d format (MU' 


<1) "Trailer Ho. ,1 *?Led^or°Sn-numerio trailer 

r/ srquence, or for "P" 

or greater than "9. 
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(2) "Card column 19 or 48 does not have operator code G, 
L, U, or E." Review operator code field(s) for blank(s) or 
for other than alphabetic characters "G," "L," "U, " or "E." 

(3) "AND/OR logic incorrect." 

(4) "DEIN blank on previous logic card rejected." 

(5) "Too many logic cards." Review logic cards of the 
same request number for duplicate trailer numbers . 

(6) "Invalid DEIN in N92 logic card." Review logic card 
DEIN fields for DEIN’s not in approved listing, for DEIN's 
containing other than numeric characters, for DEIN field first 
position other than "0," "1," or "2." 

(7) "Invalid trailer number in N92 logic cards." Review 
logic cards trailer number fields for characters other than 
numeric "1" through "9." 

(8) "Second logic or operator code invalid." Review 
second logic and operator fields of each N92 card for logic 
entry of other than "AND" or "OR," left-justified, or for 
operator entry of other than "G," "L," "U," or "E." 

(9) "First DEIN field is blank." Review logic card(s) 
first DEIN field for blanks. 

(10) "Invalid talent bank DEIN in logic cards." Review 
logic cardCs) for DEIN' s _ not in approved listing or for DEIN's 
reserved for use in sorting or printing only. 

c. Sort data input card format (N93) . 

(1) "Sort card missing for class 6 output (request num- 
ber added)." Review card set submitted for the request num- 
ber for presence of N93 sort card. Prepare sort card for 
class 6 report request. 

(2) "Invalid codes in sort DEIN's." Review DEIN fields 
for first position characters of other than "0," "1," "2," 

"B," "D," or "T" ; for more than one TB ; for first position 
characters • B , D, or T, following a TB; or for other than 
spaces in. the remaining positions following B, D, T, or TB. 

(3) "Rejected. ■ Spaces , T, or B in card column 11 of 

t card." Review first DEIN field for spaces, T, or B-- 
st DEIN field must contain a DEIN shown in the approved 
ting. 
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(4) ’’Invalid DEIN in sort card." Review DEIN fields 
for DEIN' s not in approved listing. 

(5) "Too many characters for sort." Review and total 
field lengths of all DEIN’s, Total may not exceed 32 
positions . 

(6) "Too many breaks." Review DEIN fields for bore than 
one page break (code B) — one page break may be speci le 

(7) "More than one sort card." Review all cards for the 
request number. Only one sort data card as permxtte . 


( 8 ) 

request 


"Too many totals." Review DEIN fields for total 
(code T or TB). A total of fxve are permitted. 


(9) "Special characters not allowed in descending sort . 
Review BEIN' s immediately preceding any code 

sort). Any chracters other than_"A-Z" or "0-9" in the data 
fields of the master record are in error. 


d. 


Header data input card format (N94)^ 


(1) "Trailer numbers missing 

view header and trailer number field (s) ^ trailer 

numbers (trailer number 1 must be accompanied by a trail 

number 2, trailer 3 by 4, and 5 by 6), 

(2) "Header trailer not 1 through 6."^ through^ "6 " 

number fields for entries other than numeric "1 through 6. 

(3) "N94 cards valid for class ® J^^^'renort^^'^ 

request number in N94 card for other than class 6 repor 

request:. 


e . 


All input card forma-iis general — g. 3r'rq ^ r s_^ 


(1) "Total number of input cards exceeds 100." Review 

IX numuer or caras 100 or less: 

quests to reduce the total number of 
resubmit excess report requests at a lat 

(2) "Input cards missing." f"^iroa^rfor?hf clls^of 
mission for omission of required input cards 

report being requested as follows. 
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Report class N91 

1 X 

2 X 

3 X 

4 X 

6 X 

7 X 


N92 N93 N94 


XX X 

X X 


(3) "Request over 20 cards." Review report request sub- 
mission for presence of more than 20 cards for any one request 
number--number of cards per request number must not exceed 20. 

(4) "Request is invalid." 


(5) "Invalid document identifier code." 
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Figure K-l. Master record report, class 
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Figure K-3- Occupational /competitive level report, class 
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Figui’e K~4- Location and suspense report, class 
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Appendix L 

AMC PMIS REMOTE TERMINAL INQUIRY SYSTEM 

L-1. Purpose. This appendix describes the US^^rmy^Materiel 

Command PeF^nnel Management to civilian 

X'emote terminal inquiry system, and , Y eauiDment 

personnel activities serviced by remote terminal q p 

L-2. System title . AMC PMIS remote terminal inquiry system. 

L-3. Concept , a. The AMC PMIS inquiry ® 

which instantaneously produces, upon ^ data which 

seven types of fixed-format printouts of 

collectively include all data from an L-S? 

The system products, described in detail 1 P g P 

are as follows; 

Cl) Pay and position data. 

(2) Organization data. 

(3) Retention and retirement data. 

(4) Performance and career data. 

(5) Address data. 

(6) Summary data. 

(7) Suspense data. 

b The inquiry system produces the printouts by entering 

the request from tL Lmote terminal lceyboard^using^the_^^ 

inquiry system call inquiry code, and the 

activity), the desired data a ^ CSSAN). The data 

employee social security -^o the inquiry format re- 
array, with headings, ?ermina?%rinfer. 

quested is produced on the remote Termii y 

c. To minimize unauthorized g? ^JtS^for^uS by 

information, only tbe remote terminal designate 
the civilian personnel activity will accepx q 

produce the inquiry printouts. 

Input . a. m e PMIS 

The remote terminal inquiry data array desired 

inquiry system <®®P.®°^;Ui!P®the employee record (SSAN). 

(inquiry „ from the terminal operating 

The request is keyed directly rr-om 

console by the terminal opera or. 


L-1 
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Source . Call code — terminal operator, inquiry code 
and SSAN--CPO (civilian personnel office) . 


c . Format . 

Call code 
Comma 

Inquiry code 

Comma 

SSAN 


xxxxx 

5 

X 

xxxxxxxxx 


L-5. Outputs , a. Pay and position data (inqu iry code A) 
ihe pay and position data inquiry printout shows the fol low- 
mg information from the designated employee record. 


Current date. 


SSAN and check digit. 

Employee name. 

Position title (abbreviated). 


Date of last equivalent increase. 
Pay plan. 

Occupation series. 

Occupation series suffix. 

Grade or level. 


Step or rate. 
Salary. 

Pay basis. 

Pay table code. 


Pay rate determinant code. 
Pay period indicator code. 
Function designator code. 


FEGLI (Federal Employees 


Group Life Insurance) 


code . 



AMCR 690-4 
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Appendix L--Continued 
Retirement coverage code. 

Date entered grade. 

Date entered position title. 
Position number. 


Position tenure- 
(1) Format . Figure L-1. 

(2, Retain or destroy per local raquix.e.ent=, 

b . Or^an ^ation da j a ^n^ Inf o^Ltil^f 

data inquiry printout shows the toiiowi g 
the designated employee record. 


Organization narrative (in heading) . 


and check digit 


Employee name. 

Duty station location code. 
Command code. 

Unit identification code (UIC) 
Organization code. 

TDA paragraph number. 

TDA line number. 

Submitting office number (SON) 
Budget account number • 


Agency code--CP0. 

Employing office location code. 

(1^ Format . Figure L-2. 

(2) Disposition . Retain or destroy per local 

requirements . 


L-3 
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c . Retention and retirement data (inquiry code • C) . The 
organization data inquiry printout shows the following in- 
formation from the designated employee record: 

SSAN and check digit. 

Employee name. 

Pay plan. 

Occupation series. 

Occupation series suffix. 

Grade or level . 

Step or rate. 

Tenure group code (PMIS). 

Veterans preference code. 

Retired military code. 

Performance rating. 

Competitive area code. 

Competitive level code. 

Date of birth 

Service computation date (SCD). 

SCD— RIF. 

Date EOD (entry on duty) civil service. 

Date EOD present station. 

Format . Figure L-3. 

Disposition . Retain or destroy per local 
’ements . 

Performance and career data (inquiry code D) . The 
manee and career data inquiry printout shows the 

•^^iormation from the designated employee record: 

SSAN and check digit. 

Employee name, 

L-4 
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Pay plan. 

Occupation series. 
Occupation series suffix 
Grade or level. 

Step or rate. 


Salary. 

Career program code. 
Performance rating. 

Date of performance rating. 
Position occupied code. 

Type of appointment code. 
Functional clasaif Nation code 
Position tenure code. 


Competitive area code 


Competitive level code, 
occupying obligated position 


code . 


Education code. 


Physical handicap code 

Underutilized code. 


LWOP 


( leave without 


pay) indicator code. 


Date 


career-co 


nditional service began. 


Date probation began. 


(1) Format . Figure L-^. 

(2) Dis position . Retain or 
quirements. 


destroy per 


local 



AMCR 690-4 
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Appendix L — Continued 


e. 


^dress d ata (inquiry code E). The add-ncco 

information from tL 


SSAN and check digit. 


Employee name. 
Employee address. 
Street . 

City. 

State . 

ZIP code. 

Date of birth. 

Title code — personal. 

(1) Format . Figure L-5. 

(2) Disposition . Retain 
requirements . 


or destroy per local 


. aymmary data (inq uiry code F ) . The summarv 

information 


Summary data (inquiry code F) . 


SSAN and check digit. 
Employee name. 


Sex. 

Date of birth. 


Date EOD civil service. 
Veterans preference code. 
Tenure group code (PMIS). 
Physical handicap code. 
Citizenship code. 



AM3R 690-4 
L-5f 


Appendix L — Continued 
Type-of-civilian record code. 

Pay plan. 

Grade or level. 

Step or rate. 

Command code. 


UIC. 


Organization code. 

Civilian performance rating. 
Security clearance code. 

Date of security clearance. 
Type-of-security investigation code 
Date of security investigation. 


(1) Format . Figure L-6. 

(2) .position . Retain or destroy per local 

requirements . 

nated Lployee record as follows: 

SSAN and check digit. 

Employee name. 


Suspense codes. 

Suspense dates. 

(1) Format . Figure L-7. 

(2) n^sposition . Retain or destroy per local 

requirements. 



HTLE and position 



ANiCR 6^0-4 
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Figure L-2. Organization data. 
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jiqrc L-u, Performance and career data. 






PRINTER FORMAT 
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Figure L-G. Sunmdry data. 
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AMCR 690-4 
M-1 


Appsridix M 

j_T_ ^ I 


3A • 

. to DA CIVPERSINS prepa- 

AMC phis input to Uft 


PFRSONNEL 

„ „s Army Materie. 

M-l. purpose. This (AHC P«S,- 

ComrsandTSl^nnel Management P^rPeStonnS 

method for identifying Army Civili^ 

input to the A CIVPERSINS). 

Information System (DA Civt' 

M-2. y^ystem title_ . 

r>ation system. CIVPERSINS prepara- 

The AMC PHIS input to . ication of re- 

M- 3 . Concepjt . . , the ^^^*^^^^PTUPrRSlNS punched card 

tion aystem provtdes and logical 

quireraents for th P^ • by the exam master record 

input. It of data in J^^tliarrecord code, 

application of element s-type-of'Civii^^.^^ ^^de , 

and control PyP®_‘^-oae secondary natur ^^jents, and can- 
processing action code (corrections, amen^ employee 

DA CIVPERSINS suxfix ^d^ ^^'^Sa^CIVPERSINS data elements 

oes nations only ) j un , . „ .j-q the DA uiv master record 

Sister record oorresponding^^^ -^r^I ^alen^s Identified as 

The system Q^ee^unless all data ^.^ted and 

KS"n';«V.s ;sr.'.;,‘r.“:iu 

Standard Fo ,p yj^oll Change SliP .^p^t when any DA ^u-^out 
•HA Form 2 515 ^^ayrux^ required input w deleted withoux 

“Itclatioally produce suff^ 

p rsonnel action. 

SdS“arl automat rrf/^nlfect ion. amendment .^or_^c,^ 

altiSn. «Ben an tl direct the 

created or del processing CIVPERSINS 

submission of ^ajr^ .^o the DA^Cl^^^ however, no 

action to be pvnpate, change, „ jnpcord of th 

employee required when the ^^P^j^^^ically direct 

such submission 1 ^ system wiU tUt ciVPERSlNS 

^HC n^changed^^^^ « it h respect to.thj-.^^ 

rllol'd Ca'cWPERSWS Y>Pllnced, required. 

liter) must be manually V ^^„„ation of input 

PMC PHIS input, spe 


H-1 
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is -3 ■] "1 » ‘ 

other P.oceeses“or?L^''I„^c”^„?s”'^"*®™== reenlt frc„ 

that a newfy Mnernf “e ' 

S?3S 

Ef ^- '“““" •'«.... 


Data elempni- 

Card number 

Social security 
account number 

Minority code 


Card 

columns 

1 

2-10 


instructions 


11 


Submitting office 
number 

Blank 


12-15 


Enter " 3 . » 

Enter employee's social = 

h^p^s^ 

code, as ^follows 

1 — Negro. 

2- -Spanish surnamed. 

card fin^p^Srii^? Aot"|?e"^are 

code). this 

CSONh office number 


Leave blank. 
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M-5 

Appendix M — Continued 
Output, a. Accession actions . 

CIVpSsiNS^JLord)t action code B— create DA 

basic data card 1 and card 2. Thp ha 
1 1 VPLRS INa Basic data card 1 and card 2 ~' are used c,,,k„L 

resul?riran^add>^^ of data to DA when the personnel action 

the f,rac™^^ 

g?oup'’SesiSAaSr*ca?™t^^^ prepared OA CIVPERSINS minority 
(b) Format. 


Data element 

Card number 

Social security 
account number 

Employee name 

Nature of action 
code 


Card 1 

Card 

columns Instructions 

1 Always "1." 

2-10 Always entered. 

11-37 Always entered. 

38-40 Always entered. 


CIVPERSINS suffix 

CM 

Effective date 

43-48 

Sex 

49 

Date of birth 

50-55 

Citizenship code 

56 

V eterans 
preference 

57 

Employee tenure 

58 

Service 

computation date 
(SCD) 

59-84 


Always "AA." 
Always entered. 
Always entered. 
Always entered. 
Always entered. 
Always entered. 

Always entered. 
Always entered . 
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Card 

Data element columns 

Physical handi- 65-66 
cap code 


Ti.'ne basis of 
employment 

67 

Position tenure 

68 

Pay plan 

69-70 

Occupation 
series code 

71-74 

Functional 

classification 

code 

75-76 

Blank 

77-80 

Lata element 

Card 

columns 

Card number 

1 

Social security 
account number 

2-10 

Fmployee last 
name (5 pos ) 

11-15 

Grade or level 

Step or rate 

Salary 

basis 

Pay rate 
^®terminant 

16-17 

18-19 

20-24 

25-26 

27 

Command code 

CD 

CM 

I 

CO 

CM 


Instructions 
Always entered. 

Always entered. 

Always entered. 

Always entered 
Always entered. 

Always entered. 

Left blank. 

Card 2 

Ins true ti.onR 

Always " 2 . " 

Always entered. 

Always entered. 

Always entered . 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 



AMCR 690-> 
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Data element 


Appendix M— Continued 

Instructions 


Card 

columns 


Unit identi- 
fication code 
<UIC) 

30-35 

Always 

entered . 

Location code 

36-44 

Always 

entered. 

Function 

designator 

45 

Always 

entered. 

Position 

occupied 

46 

Always 

entered. 

Type of 
appointment 

47-48 

Always 

entered . 

Career program 
code 

49-50 

Always 

entered. 

Submitting 
office number 

51-54 

Always 

entered. 

Blank 

55-80 

Left blank. 


C2) Movement within DA (processing action code D— 
change DA CIVPERSINS record). 

f \ T\A r'TVPFT?55TNS multiple data eleme nt change — !t’ 

ill? 

<b) Format ♦ 

Data element 

Card number 

Social security 
account number 

Employee last 
riame (5 pos) 


Card 

columns 


2-10 

11-15 


Instructions 
Always "4." 

Always entered. 

Always entered . 



AMCR 6 90-4 

M-5a(2)Cb) 


Data elempn-h 

Nature-of- 
action code 


Appendix M— Continued 
Card 

columns x_ . 

- Instructions 

16 18 Always entered. 


CIVPERSINS 

suffix 

19-20 

Always ”CC . " 

Effective date 

21-26 

Always entered 

Employee tenure 

27 

Time basis of 
employment 

28 

Always entered, 

Always entered 

Position tenure 

29 

Always entered. 

Pay plan 

30-31 

Always entered. 

Occupation 

series 

32-35 

Always entered. 

Functional 

classification 

36-37 

Always entered. 

Grade or level 

38-39 

Always entered. 

Step or rate 

40-41 

Always entered. 

Salary 

42-46 

Always entered. 

basis 

• 47-48 

Always entered. 

F*ay rate 
determinant 

49 

Always entered. 

— ommand code 

50-51 

Always entered. 

identi— 

-ation code 

52-57 

Always entered. 

code 

58-66 

Always entered. 


67 

Always entered. 

Position 

occupied 

68 

Always entered. 


M-S 
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Data element 


Appendix M— Continued 

TnBtructions 


Card 

columns 


Type of 
appointment 

69-70 

Always 

entered. 

Career program 
code 

71-72 

Always 

entered . 

Submitting 
office number 

73-76 

Always 

entered . 

Blank 

77-80 

Left blank. 


ank t t-o'j 

Sriu?;urtfrSi?«KSINS is P-ducea. 

c. Losses. LOSS to DA (processing action code K- 
delete dSTIWERSINS record). 

(1) DA_CIVPERSIf^^^ 

The DA ClfPERSINb data when the personnel 

to submit the employee from the Department 

action results in a loss or a 
of the Army. 


(2) Format . 

lYa-j-a elemenjt 

Card number 

Social security 
account number 

Employee last 
narne C 5 pos ) 

ls!a'tut'e-‘Of -3.ction 

code 

CIVPERSINS 
suf f 

effective date 


Card 

columns 

1 

2-10 

11-15 

16-18 

19-20 

91 -96 


Instructions, 
Always "5." 

Always entered. 

Always entered. 

Always entered. 

Always "LL.” 

entered . 
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Data element 

Submitting 
office number 


Appendix 

Card 

columns 

27-30 


M--Continued 

Instructions 
Always entered. 


Blank 


31-80 Left blank. 


Change actions . 

from C to A or B) . ^ civilian record code changed 


ClVPERSIN^^dliFl^r^rlHa^sli^^ The da 

t'equired elements of data to DA the 

results in the addition of an personnel action 

f the Army when the empwSe I7lrinlfl^ the Department 
Army activity to an Army activitv ^ 

serviced by the same CPO. Card 1 activities are 

a card 2 and, if appropriate always accompanied by 

CIVPBRSINS Minor.itr8r?Jp1|hgL?c” 

^ h ) Format , 


Data element 
Card number 


Card 1 


Card 

columns 


Social security 
account number 

2-10 

Employee name 

11-37 

Nature-of- 
action code 

38-40 

CIVPERSINS 

suffix 

41-42 

Effective date 

43-48 

Sex 

49 

Cate of birth 

50-55 


Instruct inn.c; 
Always "1." 

Always entered. 

Always entered. 

Always entered. 

Always "AA, " 

Always entered, 

Always entered. 

Always entered. 
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Data element 

Citizenship 

code 

Veter>ans 

preference 

Employee tenure 

Service compu- 
tation date 

Physical handi- 
cap code 

Time basis of 

employment 

Position tenure 
Pay plan 

Occupation 
series code 

Functional 
c las sif 
code 

BlanK 


element 
j.rd number 

ocial security 
c count number 

Employee last 
aame C5 pos) 

Grade or level 

Step ot rate 


Appendix M-Continued 

jpG-fr»uctioug_ 


Card 

columns 


56 

Always 

entered. 

57 

Always 

entered . 

58 

Always 

entered. 

59-64 

Always 

entered . 

65-66 

Always 

entered. 

67 

Always 

entered . 

68 

Always 

entered. 

69-70 

Always 

entered. 

71-74 

Always 

entered . 

75-76 

Always 

entered. 


77-80 Left blank. 

Card 2 

Tnatructions^ 

II o 

Always i- • 

Always entered 


Card 

columns 


1 

2-10 


11-15 Always entered. 

16-17 Always entered. 
18-19 Always entered. 

M-9 
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Data element 

Salary 

Pay basis 

Pay rate 
determinant 

Command code 

Unit identi- 
fication code 

Location code 

Function 

designator 

Position 

occupied 

Type of 

appointment 

Career program 
code 

Submitting 
office number 

BlanJ< 


Card 

Golujnns 



28-29 

30-35 

36-414 

45 

46 

47-48 

49-50 

51-54 


Instruc tions 
Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 

Always entered. 


55-80 Left blank. 


to* data element .^ hanf>,. r.. „H 5 



AMCR 690-4 
M-5d(2)(b) 
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(b) Format. 


Card 

Data element columns 

Card number 1 

Social security 2-10 

account number 

Employee last 11-1.5 

name ( 5 pos ) 

Nature-of- 16-18 

action code 

CIVPERSINS 19-20 

suffix 

Effective date 21-26 

Submitting 27-30 

office number 

Blank 31-80 


(3) Change in command code 
record . 


Instructions 
Always "S.” 

Always entered. 

Always entered. 

Always entered. 

Always **LL. " 

Always entered. 

Always entered. 

Left blank, 

UIC, or SON to PMIS Army 


fa) DA nTVPFRS INS multiple data element chan ge c^djj. 
The DA CIVPERSINS multiple data element change card is u 
to suLit all required and changed elements of data when the 
personnel action results in a change in command code, UIC, 
or SON of an Army PMIS master record. 


(b) Format . 

Data element 

Card number 

Social security 
account number 

Employee last 
name (5 pos) 


Card 

columns 

1 Always 

2-10 Always 

11-15 Always 


Instructions 
" 4 . 

entered . 

entered . 


M-11 
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:;-iaC3){b) 


Juita element 

Card 

columns 

buture-of- 
action code 

16-18 

CiypLRSINS 
nuff i>; 

19-20 

effective date 

21-26 

■£.mployee tenure 

27 

lime basis of 
employment 

28 

Position tenure 

29 

Pay plan 

30-31 

Occupation 

series 

32-35 

functional 

classification 

code 

36-37 

Grade or level 

38-39 

Step or rate 

40-41 

Salary 

42-46 

P^y basis 

47-48 


Pay rate 
determinant 


Command code 

50-51 

Wnlt identi- 
fication code 

52-57 

ideation code 

58-66 

Function 

designator 

67 


Instructions 
Always entered. 

Always "CC." 

Always entered. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

If changed. 

Always entered. 

Always entered. 

Always entered. 

If changed. 


M-12 
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Da 1 :a elemenl : 

Position 

occupied 

Type of 
appointment 

Car*eer program 
code 

Submitting 
office number 


Card 

columns 


69-70 


71-72 


73-76 


Instrucj^:^^^ 

If changed. 

If changed. 

If changed. 

Always entered. 

Left blank. 


77-80 

Blank CIVPERSINS data elemen s 

Change in two or location code, 

otber fhan '“—and code, UIC. - ’^^^^^hangeca^- 

multipisJSii:r^- 7 hSSK 5 card 4 is a 


other than oo— anu elemsnt_ohanSCC 2 i^ 33 d 

The DA’clTffiSsWTmuItir^J^^ents ^ in two ° J "lo,, , 

to submit the require^ in command code. UK, 

when the with ITil Army PH^ master r 


(b> Format . 
^■ta_elenient 

Card nymber 

<5bcial security 
account number 

Employe® last 

.-.ame 

Natvire-of- 
action code 

suff i'>^ 


Card 

r.nlumns 


2-10 


11-16 


16-18 


19-20 


Tn struct io ns 

Always " 9 .” 

Always entered. 

Always entered. 

Always entei’ed. 

Always "F>S.'' 





AMCR 690-4 
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Data elemen-h 

Effective date 

Employee tenure 

Time basis of 
employment 

Position tenure 

Pay plan 

Occupation 

series 

Functional 

classification 

code 
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Card 

columns 

Instructions 

21-26 

Always entered. 

27 

If changed. 

28 

If changed. 

29 

If changed. 

30-31 

If changed. 

32-35 

If changed. 

36-37 

If changed. 


Grade or level 

Step or rate 

Salary 

Pay basis 

Pay rate 
determinant 


38-39 If changed. 
‘*0-41 If changed. 
42-46 If changed. 
‘*7-48 If changed. 

If changed. 
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Card 

Instructions 

Data element 

columns 



Career program 

71-72 

If changed. 

code 

Submitting 

73-76 

Always entered. 

office number 

Blank 

77-80 

Left blank. 


C»c: sSn^o. location =o.a. 

(a) nA CIVPERSINS_ ^ingl^-^ata^^^ 

DA CIVPERSINS single of data as a change 

submit a single change of nonpersonnel ac 

personnel action or UIC, SON, or duty station 

(with no change ° pmIS master record, 

location code) of an Army r 


(b) Format . 

Data element 

CsTdl nuinb^r' 

Social security 
account number 

Employee last 
name ( 5 pos ) 

Nature-of- 
action code 

CIVPERSINS 
suf f i^ 

Effective date 
Submitting 

office number 

Changed data 
field 


Card 

columns 

1 

2-10 

11-15 

16-18 

19-20 

21-26 

27-30 

31-80 


Instructions 

Always " 5 . " 

Always entered . 

Always entered. 

Aiuavs ”911" through ”931," 

af applicable , tc the data 
element being changed. 

Always ”SS." 

effective date submitted). 
Always entered . 

Change data applicable to NOA 
code is entered, lett- 
Tustif ied . 


M-15 
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*•-- uonpay status actions . 

i single data eleme nt change card . Tho 

'r ’ * aingie data element change card 5"is 

a notification to DA when the plrsonwl artiornoaMl t.. 

■ 0-. "t, °5 “ i" ^ n^parsia^uflf 

;;,";.aoyor ^uty of auch an 


(2) Format . 

Jata element 

Card number 

Coeial security 
number 

employee last 
name (5 pos) 

*’«dture-of- 
dction code 

CiypL'RSINS 

suffix 

i^ffective date 

Submitting 
office number 

Changed data 
field 


Card 

columns 


Instructions 


1 

2-10 

Always "5." 

Always entered. 

11-15 

Always entered. 

16-18 

Always entered . 

19-20 

Always "LL" or ", 

21-26 

Always entered. 

27-30 

Always entered . 

31-80 

Left blank. 



M-16 



(2) Format . 

Data element 

Card number • 

Social security 
account number 

Employee last 
name (5 pos). 

Nature-of- 
action code 

CIVPERSINS 
suf f ix 

Effective date 
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Card 



1 

Always 

"5." 

2-10 

Always 

entered. 

11-15 

Always 

entered. 

16-18 

Always 

”932 

19-20 

Always 

"SS. " 

21-26 

Always 

in month, day, 


Submitting 

office number 

Changed data 
f ield 


27-30 

31-80 


Always entered. 
Left blank. 


ged data /-ard 6) 

JSSSirlld t nhange caril- Th® 

data element__chans^_--^g--^Q 

submission 

Ccard 6). 

Card 

r.olurons 


toata e lemenjt 
Card number 

Social security 
account number 


Trit',t-ruction s 

Always "S.” 

Always entered. 



Appendix M-“Con 1 :inued 


iJvita element 

Card 

columns 

Employee last 
nur-e ( 5 pos ) 

11-15 

i’n'iture-of- 
action code 

16-18 

CIVPERSINS 

U f ' A i X 

19-20 


Instructions 
Always entered. 

911 through 931 series only 
Al, Cl, or SI. 


Effective date 

21-26 

submitting 
office number 

27-30 

Changed data 
field 

31-80 


Always entered. 


Always entered. 

o.„ . 

The DA element ohar., » ,, 

^ corrected personnel let irr ? *?*® as a 

“ss1Sns°?onoS-'’"™"®l action eorJeo?ei S?r aoooasion 

(card 6). °^'™ang receipt of a DA CIVPermnS l^rS^carf " 


jjata e lenient 

Card number 

Social security 
account number 

Employee last 
name (5 pos) 

llature-of- 
action code 

CIVPERSINS 

suffix 

Effective date 
Employee tenure 


Card 

columns 

1 

2-10 


Instructionia 
Always " 4 .'» 

Always entered. 


Always entered. 


Always entered. 
^^“20 Cl or Si, 


21-26 

27 


Always entered. 
If corrected. 
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Data elemi&nt 

Time basis of 
employment 

Position tenur^e 

Pay plan 

Occupation 

series 

Functional 
c lassif ication 
code 

Grade or level 
Step or rate 
Salary 
Pay basis 
Pay rate 

determinant 

Command code 

Unit identi- 
fication code 


Location 


code 


Function 

designator 

Position 

occupied 

Type of 

appointment 

Career program 
code 


Card 

columns 

28 


29 

30-31 

32-35 


Tpci-Tuctions^ 
If corrected . 

If corrected. 

If corrected. 

If corrected. 


36-37 If corrected. 


If corrected. 
If corrected. 
If corrected. 
If corrected. 
If corrected . 


38-39 
40-41 
42-46 
47-48 
49 

50-51 Always entered if suffix is 

Always entered if suffix is ■'Cl." 

5 S -66 Always entered if suffix is "Cl." 

If corrected. 

68 


If corrected. 
69-70 If corrected. 

71-72 If corrected. 


>4 TO 
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Data 

Submitting • 

numbeiT' 

Blank 


Card 
columns 

73-76 

77-80 


Instructions 
Always entered. 


Left blank. 

1 an<i .... . 

p2sul?'’cra"'oorS£°f ^ 

^ (D) The output is ^-K 

cancellation ot s pej^sonnel actini^ submit 

action sn accession (eain +-^ J^esults in a 

-Vo- 

^ nonpay status ao-hinn 

Data elempn-h 

Card number 

Social security 
account numbep 

Employee last ' 
name (5 pos) 

Nature-of- 
action code 

CIVPERSINS 
suffix 

Effective date 


Card 

columns 

Ins tru 

1 

Always "5," 

2-10 

Always entered. 

11-15 

Always entered. 

16-18 

Always entered. 

19-20 

AZ, LZ, or SZ. 

21-26 

Always entered. 
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Data element 

Submitting 
office number 


Changed data 
field 


Card 

columns 

27-30 

31-80 


Instructions 
Alv;ays entered. 


Suffix AZ or LZ, left blank. 
Suffix SZ, element of data after 
cancellation, per the applicable 
"911" through "931" series NOA 
code is entei’ed, left- justified. 

(2) DA P.TVPKRSINS multiple-data-element change card_ 4^ 

DA CIVPERSINS multiple data element change card 4 is used to 
submit notification to DA when the personnel action results 
in a cancellation of movement within DA 

cancellation of a change action involving two oi mo.e elements 
of data. 


Data element 


Card 

columns 


Instructions 


Card number 

1 

Always "4." 

Social security 
account number 

2-10 

Always entered. 

Employee last 
name (5 pos) 

11-15 

Always entered. 

Nature-of- 
action code 

16-18 

Always entered. 


CIVPERSINS 

19-20 

Always "CZ" or 

Effective date 

Employee tenure 

21-26 

27 

Always entered. 

If canceled. 

Time basis of 
employment 

28 

If canceled. 

Position tenure 

29 

If canceled. 

Pay plan 

30-31 

If canceled. 

Occupation 

series 

32-35 

If canceled. 


II I? 
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Functional 
classification 

code 

Grade or level 
Step or rate 
Salary 
Pay basis 
Pay rate 

determinant 
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Card 

columns 

36-37 

Instruction; 
If canceled . 

38-39 

If canceled. 

40-41 

If canceled. 

42-46 

If canceled. 

47-48 

If canceled. 

49 

If canceled. 


Conunand code 

Unit identi- 
fication code 

Location code 

Function 

designator 

Position 

occupied 

Type of 

appointment 
Career program 


50-51 

52-57 

58-66 

67 

68 

69-70 

71-72 


Always entered if suffix is "cz 
Always entered if suffix is ,.cz 


Always entered if suffix is "cz 
If canceled. 

If canceled. 

If canceled. 

If canceled. 


Submitting 
®Tfice number 

Plank 


73-76 


Always entered. 


^7-80 Left blank. 


j^ ^VPERSINS data . a n 

( ) 1 and oar^n o 

^ (loss to DA type) action. 


M-22 
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(b) The output is the same in all respects 
described in a above, except that the CIVPERSIW 
be "LZ," 


as that 
S suffix will 
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Appendix N 

AMC.PMIS OPERATING PROCEDURES 


N-1. Purpose. This appendix prescribes the operating se- 
quence of events required to assure that the system accom- 
plishes its objectives. 


N-2. General. The US Army Materiel Command Personnel Manage.:- 
ment Informat ion System (AMC PMIS) is structured so that in- 
puts and product requests are processed in a sequence that 
precludes need for manually manipulating the various opera- 
tional sequence. The normal sequence is described in para- 
graph N— 3 . However, some operations should be scheduled ioi' 
accomplishment at specified periods so as to assui^'e the 
integrity and currency of the master file. The suggested 
schedule is described in paragraph N-4. 


H-3. Normal processing cycle . The AMC PHIS normal jji'ocettasing 
cycle sequence is as follows: 

a. At the beginning of every processing cycle, all inpuTs 
and product requests are sorted and stored for distribution 
to the various processing routines. 


onne 

od. 


b. Any inputs making additions, changes, or deletions 
to the AMC PMIS tables are processed. A table error and up- 
dated table listing are prepared. 

c. Individual employee personnel actions and nonpers 
action-related changes to the employee master record are 
processed. The action request and personnel data ai e c.r- 
for validity and completeness ,' an error listing is produc 
and transactions having invalid or incomplete data are 
rejected. Valid and complete transaction data are u.ed tc 
upLte the employee master record, personnel documents 
“stSLrd Form 50, Notification of Personnel Action, or .),■ 
Form 2 515, Payroll Change Slip) are produced ao i.-au ..a, 
appropriate input to DA CIVPERSINS is produced. 

d. With personnel actions and master 

complished, any submitted report and 
automatically cause further updating o . _ . i, ? 

record are processed* 




1 C; 
Vi V- 


u;o 


(1> Product tenue st numbers, 2 1 , 

data deletion lists A, B, andj ^. , , iv.: sir 

the suspense action shovm on each of ' 

or prior to the current date, the =usl>cnne cod - on. . .;o 
dieted from the employee master record and tnn 
name and suspense date is entered under the appi'n- 
of the list. 



AMCR 69 0-4 
N-3dC2) 


Appendix N-Continued 


27 (emrnny^.,, . 

10^27^ — grr-T-^^^^^±--g£P^^^J-Sal !77;?;T^Tr;r:r--rjn:^^ 

fied" LspenL cod'" ' ' months 

master record qu ^ date are enter^=a identi- 

appraisal suspense ’ P®^f°^mance 

the suspense code an7T? “Plated and 

suspense code and dai-e^^^^ deleted — for caree honoareerists . 

0-te and data are" s"SL\??ld?°^ “‘il oZZ^aUrllt^x 

«ShS®|9|^pf2jnd32a^^^^^^|^i£!-Eadaailorease 
Wage Boird 

Q-ffGctivs *■ ^ ^y^Gs) idGnt: 1 •Ft ^ ^ontrh fop 

pence fa^ld^f^/lo^r I?i1 “ -Pl°yee" ’.|“t%^r?:cSn°d"^ 

Ms^er recSrrir''^'®'’ "han’thf ^urrJnrdltr^V""*”^"?" 

last eqJlvaJen^ n-r? the ^e7st^ ^"'Ployee 

aode and datrLrde!?Kd “'^.^ate entered 

produced. ®ted, and DA CIVPERSINS input^^ suspense 

At this Doin-f- im 4.1. 

oSfii" £St"nu.“ro"r j? 

^owlnr^hriLed f^®^“lad“o b^prooe^iri* d”*^^ 

fixed-format report requests? 

S* Not included im 4 -u 

ThirprocLs^mSst ■^°^®^''l®''auiho?izJtion® the 

* 5 uests, above specially scheduled ^(^justments . 

autcmatioa^Iy'iJJf jyptam, the Xmeter da? 

adjustment, produSs DA f°P tie 

2515 and DA CIVPERSINS input , 

N_2 
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pi^oduces listing of employees at a saved or retained rate, 
and updates the master file with the new salary. 

h. ^ For those activities having the equipment , ' inquiries 
from video display station may be processed at any time. 

N~4. Schedule . The AMC PMIS produces no personnel docu- 
ments or forms, suspense lists, reports, rosters, or inputs 
to other systems; and the employee master record is not up- 
dated unless employee action, employee data, report, or 
document or form requests are submitted. Thus, practical 
operation of the system requires that some form of schedule, 
such as recommended below, be established and followed; 

a . Daily processes . 

(1) Submit table update data. 

(2) Submit employee gain or loss, and nonpay status and 
return to duty actions. 

(3) Submit nonpersonnel action master record changes. 

(4) Submit fixed-format (without update) report requests 
(except suspense lists and report 49). 

(5) Submit PIRS requests. 

• b. Prior to pay period beginning date . Submit individ- 
ual employee personnel action requests. 

c . Immediately following pay period beginning date . Sub- 
mit step increase process request (product number 31). 

d . Monthly . 

(1) Submit performance rating and career appraisal proc- 
ess request (product number 27). 

(2) Submit suspense data deletion list requests (product 
numbers 21, 23, and 25). 

(3) Submit suspense data list requests (product numbers 
08, 10, 20, 22, 24, 29, and 32). 

e. Last day of month . Request intermittent employee 
report . 


N-3 
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X • As required^ but on stand-alone processing cycle .' 

! ; u r>n i r n ev; pay s'chedule authorization pay adjustment’^ requ e s t' . 

, S* Any time during workday . Submit remote station in- 
quiry requests . 
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